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alive after five... thanks to her Remington Electric typewriter 


And no wonder—electricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 








COFFIN 





Vhat every boss should know 
about his secretary! — 


@ She doesn’t mind hard work . . . but she hates needless pressure. 






(Perhaps even more than her boss, she appreciates the efficient 
flow of work that follows an installation of the new Dicta- 
phone dictating machine, the TIME-MASTER “5.”’) 
@ She doesn’t mind staying after five . . . but she does resent 
overtime that could have been avoided. 
(TIME-MASTER is instantly ready for dictation. There’s no last 
minute pile-up of work for her to catch up with.) 
@ She wants to be sure of what her boss said—without asking him 
to repeat himself. 
(TIME-MASTER reproduces his voice with electronic fidelity ... 
she has control of volume, tone, speed and back-spacing.) 
@ She doesn’t want to spend time in routine typing that could be 
put to better use assisting her boss in other ways. 
(When both use the TIME-MASTER she can breeze through 
typing without interruption, and at her convenience.) 
Secretaries know that the man who uses a TIME-MASTER gets 
more done ... and the man who gets more done is the most suc- 
cessful man, the best kind of boss to have! 


A 
Why not ask your boss to send in the coupon below? Or look / & 
into the TIME-MASTER yourself before he investigates it. j i : 


The Dictaphone TIME-MASTER “5,” world’s 
most versatile dictating machine—for your boss, for 


you, or as a combination recorder and transcriber. 





) DICTAPHONE CORPORATION, Dept. TS94 
420 Lexington Avenue, New York 17, N. Y. 


1 () lam a secretary. Please send me your free 


I booklet ‘Designed for Transcription.” 


[) I am a boss. Please send me your free de- > - 
+ | scriptive booklet ‘“‘Success.” 





CORPORATION 


Ask your boss to 
clip this coupon—for better 
dictating for both of you! 


Name 





Company 





Street 








City & Zone State 
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Q)* OUR COVER-—The | attractive 
wool dress on our cover is our idea 
of a go-everywhere outfit for fall—not 
too tussy for the office, and its good 
lines and elegant air make it pertect 
for after-five fun. The fabric is a won- 
derful, rich wool sprinkled with dia- 
monds of color that are woven right into 
the material. Skillful detailing creatss 
a “necklace” and “belt” of these dia- 
monds. Waistline is fitted, and _ skirt 
flares gracefully from unpressed pleats. 
Available in charcoal, brown, or steel 
gray. This is a Cirilo design by Bloomfield 
Company. Priced about $29.95 at Saks 
Fifth Avenue stores in New York, Chica- 
go, Detroit, and Los Angeles. 


Handy Shorthand 


You'Lt Finp this month’s clippable list 
of shorthand terms more helpful than 
ever. It’s a homespun list of family shop- 
ping terms (page 28), designed for the 
kind of everyday use that makes short- 
hand second nature. But a word of cau- 
tion to the indolent: Once you begin to 
use shorthand for your shopping lists, 
you could get stuck with all the shopping. 
Who else can read your lists? 


Prone Prose 


So you THINK you have trouble keep- 
i boss’s desk clear of clutter! D 
ing your boss s desk clear of clutter: Do 
you ever push a friendly dog off the desk 
top—or tired visitors? Nancy Jones does. 
Her boss is popular Dave Garroway, two- 
show TV personality, who has a three- 


desk office and uses none of them. His . 


“desk” is the couch. (See for yourself, 
page 11.) Mr. Garroway must have read 
one of those articles that say busy execu- 
tives should learn to relax! 


The New You 


EveR WONDER what personnel direc- 
tors mean when they refer to the “em- 
ployable personality”? It’s the hard way 
of saying “a person who can get along 
with other people.” Seems it’s hard to 
find these employable personalities. 

So take a good, long look at yourself. 
(Off with those rose-colored glasses! ) 
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The Boss 
and I-- 


WHO AM I?...I1am that comfortably old looking creation the boss is fondly nudging with 
his elbow. When I came to work for the boss | had a name—I was called a “Correspondence 
Sorter.”” It wasn’t long before the boss began referring to me as his “Office Secretary,” presumably 
because I became acquainted with everything that passed before his eyes. 


My boss is a very busy man with many callers beside his desk every day. My boss is an orderly person 
and prefers to have a neat desk. He is continually putting papers between my twenty indexed 
compartments. Such business records are easily filed and easily found. Confidential matters are 
hidden from prying eyes. Technical data is always at his finger tips. 


In the course of a typical day, the boss permanently disposes of many letters and initials them for 
filing. In the case of a Smith letter (for example) he initials and puts it in my “S” compartment. 
Just before closing time, Sally, the filing supervisor, transfers the Smith letter and all other disposed 
of correspondence, from me to the permanent files. You will note I have a tumble-head index 
which can be read from both sides. Sally likes me too. She says I save her lots of time. 


I have had a couple of business trips with the boss. After all 1 don’t weigh very much and he 
knows he can always turn to me for a quick and accurate answer. 


The boss says I am the most inexpensive secretary a man could have (probably because I require 
no upkeep and originally cost him, seven years ago, only $2.30). 


It is now questionable which of us will retire first. 1 hope (and have an idea) that he will put his 
arm around me and take me with him when he leaves the office for the last time. 


If you should want to get in touch with me you will 
be glad to know that my number is C-33 and that I 
am a member of the Smead family. Your local sta- 
tioner can introduce us. 
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Would a personnel director consider you 
a “find”? Hmmm? Think you might nged = 
a few revisions? Our new _ personality 
series is great for any discouraged feeling. 
And, by happy coincidence, the first arti- 
cle appears in this issue. 

If you just can’t wait for the other 
articles, it’s no secret that the author’s 
source material came from two up-to-the- 
minute books from Gregg Publishing: f 
How to Improve Your Personality, by 
Newton and Nichols and Personality and 
Human Relations, by Rice, Sferra, and 
Wright. See you at the bookstore. 





Historical Note 


THE OTHER DAY a great man died. You 
may never have heard his name, but you 
could well say that he is the man who, 
more than anyone else, made it possible 
for you to train for a business job 

His name was Frederick G. Nichols, 
and he spent 60 of his 76 years develop- 
ing business training in schools. He op- 
ened the doors to girls. He designed many 
of the courses you took. He trained teach- 
ers. He guided all sorts of researches in 
this field. He wrote dozens otf books, 
hundreds of magazine articles. 

Some day there'll be a monument to 
him, and on it will appear: “He put the 
training in business training.” He did. 


Why the Shorthand? 


THE ONE THING that makes this maga- 
zine unlike others is its pages of stories 
and articles in shorthand. 

The surest way to secretarial advance- 
ment—the ambition of our readers—is to a 
shine in shorthand skill. And the quick- 
est way to build speed in shorthand is 
to read lots of it. A tew minutes a day 


. conducted’ by your Panama-Beaver Man that 


spent in reading good shorthand helps 








reveals the truth about your felelaotelal paper! You'll improve both writing style and speed. > 
see how Panama-Beaver Carbon paper lightens your Dja Notice? 
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salelas legible eo) ©) | - an how hi permits the cleanest uncommon words that are not likely to 
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The Most “SAVING TOUCH” of All 





IBM’s electric carriage return 
saves you work—all day long 


Touch the return key, and the carriage 
of the IBM Electric Typewriter glides swiftly 
back, gently stops on a cushion of air. 


Returning the IBM carriage 400 times 

requires less energy than returning the carriage 
once on a manual.* Think what a blessing that is 
when you type hundreds of lines a day! 


There’s a “‘saving touch” to every key on 
the IBM ... in fact, a recent report shows a 
whole hour’s typing takes less energy than 

3 minutes on a manual. 


Wouldn’t you like to try the new IBM? 
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Electric Typewriters 


INTERNATIONAL BUSINESS MACHINES 
590 Madison Avenue, New York 22, N.Y. 


*By actual measurements of inch ounces of 
mechanical energy for carriage return operation. 
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ABER-CHSTELL 


PENCIL CO, INC. NEWARK 3, N. J 





Essie: This year our Experts’ Corner 
Ti: as bustling as Grand Central Sta- 

tion. All the regulars are here, and 
we have guest experts, too! But guests 
or regulars, anyone who sits in the Ex- 
perts’ Corner is put to work. 

Dr. John L. Rowe will help Dr. Alan 
Lloyd answer typing questions. Mrs. Viv- 
ian W. Kline will let you in on secrets 
that make business arithmetic a breeze 
(well almost! ). And Dr. J Marshall Han- 
na will straighten out any bookkeeping 
problems you send us. So, check the sub- 
jects our experts cover (see top of page). 
If your worry is related to any of these, 
write me. I'll find an expert with a solu- 
tion. Now, let’s begin this session! 





@ Mrs. Kline, one reader has a prob- 
lem just made-to-order for you. She writes: 

“My boss likes to look over my shoul- 
der and do my few modest calculations 
mentally,” the letter reads, “and he has 
the answers faster than I can get them 
on paper. The other day he spotted the 
problem 93 x 88, and he gave the answer, 
8184, at a glance. How did he do it?” 

Kune (business arithmetic): There is 
a short cut in arithmetic for multiplying 
two numbers, both of which are nearly 
100. The product of two such numbers 
will always contain four digits. To obtain 
the first two digits of the answer, you 
subtract the complement of one number 
(the difference between that number and 
100) from the other number. To ascer- 
tain the last two digits of the product, 
you multiply the complements of the two 
numbers. Take your problem, 93x88: 

The complement of 93 is 7. 

The complement of 88 is 12. 

So, to get the first two digits of your 
answer, you subtract 7 from 88 or 12 
from 93. Either way it gives you 81. 

The last two digits of the answer you 
find by multiplying the two complements 
(7x12)—result, 84. Thus, your complete 
answer is 8184! 

In finding the first two digits of your 
answer, remember, you may _ subtract 
either complement from the opposite 
number. 

Let’s try it again: Multiply 98x96 this 
time. Complements first—2 and 4. Now 
subtract—98 minus 4 equals 94 (or, the 





other way around, 2 from 96 leaves the 
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same thing, 94), the first two digits of 
your answer. 

Two times 4 is 8. This, though, gives 
you only one of the last two digits you 
need to complete your answer; the prod- 
uct must be a four-digit number, you 
know. So you have to prefix a zero to 
make the answer correct—9408! 

And another: Multiply 88 x 89: 

88—11—77 (first two digits of product). 

11x12=132. But, as you want only two 

digits, you carry the 1 of 132 over to the 
initial 77. Makes your complete answer 
7832. 
' These three examples, I believe, take 
care of all the contingencies that may 
arise in this type of problem. With a lit- 
tle practice, Tessie, this reader can have 
an answer down before her boss has time 
to look at the problem. 


e Tessie: Doctor Hanna, is it neces- 
sary to use red ink in ruling accounts? 
One of our readers finds that using red 
ink is very inconvenient. 

Hanna (bookkeeping): Very few busi- 
ness firms today use red ink for ruling. 
Accounts neatly ruled in red ink do im- 
prove the appearance of a bookkeeping 
ledger, but it is a timeconsuming opera- 
tion and a luxury most firms feel they can 
forgo. The ledger-account form that pro- 
vides a special column for recording the 
balance after each transaction (called the 
balance-column account form) is becom- 
ing increasingly popular. This form vir- 
tually eliminates all account rulings. 





e@ Tessie: Doctor Rosenberg, here is an 
interesting legal question from a secretary 
in Ohio: “I am secretary to two men 
who operate a small business on a part- 


nership basis. They divide all the work - 


and the business hours equally between 
them. Recently one partner became ill 
and had to be away from the office for 
over a month. The other partner has been 
carrying on alone, working day and night. 
One day I kiddingly said to him that he 
would become rich from working such 
long hours. His answer surprised me, for 
he said that he wasn’t making any more 
money now than when he was working 
regular hours. Can this really be true, 
and why?” 

RosenBerc (business law): Yes, Tessie, 
it most certainly can be true. In the ab- 
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Questions on 


Business English 
Secretarial Practice 
Business Law 
Bookkeeping 
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Business Arithmetic 
Shorthand 


Experts 





sence of a special provision in the partner- 
ship agreement, a partner is not entitled 
to additional pay for his services, even if, 
because of illness of the other partner, 
he must do the work of both. 





e Tessie: Miss Hutchinson, this ques- 
tion comes from a business student in 
Louisiana. She writes, “In my Business 
English class, we are now studying transi- 
tive and intransitive verbs. The other day, 
we came across a sentence that caused 
some differences of opinion. We should 
like to have your help in analyzing this 
sentence: 

All the correspondence is filed in 
the folder. 

Is the verb transitive or intransitive? 
Is it active or passive?” 

HurcHinson (business English): A verb 
is in the passive voice, Tessie, when the 
subject is acted upon. In the sentence, “All 
the correspondence is filed in the folder,” 
the subject, “correspondence,” is acted 
upon by someone, though who it is is not 
stated. Therefore the verb “is filed” is in 
the passive voice. Only transitive verbs 
can be modified to show voice. Hence “is 
filed” is a transitive verb. 


@ Tessie: Doctor Rowe, can you help 
this young man? He writes, “The other 
day I typed a Ditto master. It was com- 
plicated material, a detailed statistical 
report with many figures. After I finished 
the report, I noticed that I had forgot- 
ten to take out the slip sheet. Much as 
I disliked doing so, I had to retype the 
Ditto master. Was there any way of 
using this Ditto master without retyp- 
ing it?” 

Rowe (typewriting): Yes. It was un- 
necessary to retype the Ditto master, par- 
ticularly if you were to make only fifty 
copies or so. Some very fine liquid-process 
duplicating has been accomplished where 
the slip sheet was used in place of the 
regular Ditto master. Considerable care 
must be taken in placing a_slip-sheet 
“master” on the machine, as it’s rather 
flimsy. Nevertheless, this little extra cau- 
tion will save typing a new master. The 
carbon impression is still on the slip 
sheet, and it will serve to make a limited 
number of copies. The slip sheet is diffi- 
cult to handle and to file, and it cannot 
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EXCLUSIVE “HINGE-TOP’” BOX WITH FAMOUS 
EAGLE-A BOXED TYPEWRITER PAPERS 


Eagle-A’s handy “Hinge-Top” Box keeps these superior typewriter 
papers fresh and clean ... lets you slide out the sheets you need. The 
“Hinge-Top” Box is another big extra feature you enjoy when you use 
Eagle-A Boxed Typewriter Papers. Always ask your stationer for 
these fine papers... available in letter and legal sizes, plain and 
ruled — for all your office needs! 


‘‘Hinge-Top'' Box with these Eagle-A Papers: 


100% RAG EXTRA No. 1: Coupon Bond 


100% RAG: Coupon Onion Skin, 
Agawam Bond, Agawam Onion Skin 


75% RAG CONTENT: Contract Bond 


50% RAG CONTENT: Acceptance Bond 


lea 


Free! 


Letter Placement Guide 


for secretaries, students. Slips into 
your typewriter underneath letter- 
heads...helps you set correct 
margins and center letters perfectly. 


Sonl 





25% RAG CONTENT: Trojan Bond, 
Trojan Onion Skin, Trojan MS. Cover 


SULPHITE PAPERS: Quality Bond, 
Quality Onion Skin, Quality Manifold 


TYPE-ERASE PAPERS: Type-Erose Bond, 
Type-Erase Onion Skin 


Ly 6 EEE, ODT SN EMER. 
MAIL THIS COUPON TODAY 
American Writing Paper Corporation 


Holyoke, Mass., Dept. TS 
Send your FREE Letter Placement Guide: 


NAME .....0ee0s cccvcces Cocccccccece eee 
FIRM .nccccccccccccccccoscccccceseoecs . 
ADDRESS nnn cccccccccccccccscces coveee 
CITY. cc ccccccccscccccces STATE......++ . 


STUDENTS: [i!! in home address. 
TEACHERS: write on your school letterhead. 





Your WORKING-LEARNING kit 








for TOP PERFORMANCE 


In school or on the job . . . now is the time to order the special 
Gregg books and supplies that will help you to make faster 
progress and to gain greater skill. Each, in a different way, is 
designed to meet a particular need. Get greater interest in your 
school or job investment by selecting just what you need... 


REFERENCE 
MANUAL FOR 
STENOGRAPHERS 
AND TYPISTS 


—TEXT EDITION 
by Gavin and 
Hutchinson 


192 Pages. 
List, $1.20 





The popular multipurpose book. . a thorough 
classroom teaching aid . @ valuable re- 
fresher and reference. A complete, easy-to-use 
coverage of transcription style and English 
with review exercises and illustrative sentences. 
Presented in topical outline form. All the in- 
formation that makes the difference between 
“just getting by” and top secretarial perform- 
ance. 


STANDARD HANDBOOK 


FOR SECRETARIES 
SIXTH EDITION 
by Hutchinson 
626 Pages. List, $3.25 


The complete handbook of facts, forms, prac- 
tices, and standards. This book is essential 
working equipment for every secretarial stu- 
dent and practicing secretary. 


TYPEWRITING FOR 


SPEED AND ACCURACY 


by Rowe 
128 Pages. List, $1.24 


The all-inclusive drill book with the cumulative 
previews . . . equally valuable to beginner or 
advanced typists. “. . . Just the way a typing 
book should be written,” comments one teach- 
er, “Preview, practice, and more practice!” 
You'll especially like its informative, job- 
knowledge practice material. 


MOST-USED SHORTHAND 


WORDS AND PHRASES 
by Gregg, Leslie, and Zoubek 
127 Pages. List, $.80 


In Gregg Shorthand Simplified . 3,669 
business words . . . 1,696 business phrases. 
Ninety per cent of all those used in business 
dictation. Each indexed to lesson and para- 
graph number in the Manuals. 


GREGG 
SHORTHAND 
DICTIONARY 
SIMPLIFIED 
by Gregg, 
Leslie, and 
Zoubek 


336 Pages. 
List, $2.60 





Authoritative, official . . . contains shorthand 
outlines for 26,098 words (Part 1), 2,604 proper 
names and geographical expressions (Part 2), 
and abbreviations (Part 3). Three dictionaries 
in one! Every career-minded student should 
own a copy. Also available in purse-sized 
Miniature edition, list, $2.50. 


Order from your nearest 
Gregg office today— 





20,000 WORDS 


compiled by Leslie 

249 Pages. List, $1.12 
The pocket-size dictionary for transcribers that 
gives only the essentials . . . spelling, word 
division, and accenting. 


ETIQUETTE IN BUSINESS 


by Carney 

522 Pages. List, $3.75 
The complete guide to career conduct. Gives 
easy solutions to every social-business prob- 
lem, including writing tactful letters, speaking, 
travel, entertainment, and grooming. Film- 
strips are availiable 


HOW TO IMPROVE 


YOUR PERSONALITY 
SECOND EDITION 
by Newton and Nichols 
224 Pages. List, $3.00 


The new revision of the popular text that 
offers the perfect balance between applied 
psychology and self-improvement. It is a 
strict, self-motivation approach that uses real- 
istic and varied activities (questions, discus- 
sion topics, self-evaluation tests) to keep inter- 
est at a peak. You'll enjoy its simple, “pain- 
less method .. . and watch for quick results! 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 


New York 36, 330 West 42nd Street San Francisco 4, 68 Post Street 


Chicago 6, 111 North Canal Street 
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be preserved so long as a regular master; 
but, in a pinch, it can be used rather than 
retype the job. 


@ Tessie: Here is a question for Mr. 
Zoubek from a teacher in 
She writes, “May my class and I ask a 
about a ‘marginal reminder’ 
found in both Gregg Dictation Simplified 
and Gregg Transcription Simplified? This 
particular marginal reminder lists worth 
while as two words when it is not fol- 
lowed by a noun and as a hyphenated 
word when it is followed by a noun. We 
have found worth while written as one 
word by an insurance company and often 


Connecticut. 


question 


see it that way in newspapers and maga- 
zines. Which form is correct?” 

ZouBek (shorthand): Webster's New 
International Dictionary (the authority we 
follow ) indicates that the adjective form 
(a worth-while lecture ) takes the hyphen. 
When a noun does not follow the expres- 
sion, it is written “worth while.” 

I, too, have seen the expression writ- 
ten as one word, but Webster does not 


now sanction that usage. Some authori- 


ties have used the solid form. 
a (4) — 
‘ [ELEVATORS 
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@ Tessie: One question for you, Mrs. 
Strony. A reader in California writes, 
“IT am just completing a course in short- 
hand at the age of forty. I took a busi- 
ness course some eighteen years ago, but 
in the interim I have been a housewife. 
Right now, I am job-hunting 
and have just read an article in the Los 
Angeles Times relating to the School of 
Industry in New York. This school is said 
to be training and placing older women 
in jobs. Would you have any information 
or advice to offer on job placement for 
older women?” 

Strony (secretarial practice): Yes, Tes- 
sie, I am very familiar with the School of 
Industry in New York City that is retrain- 
ing older women for 


however, 


office jobs. These 
women have been most successful in get- 
ting and holding jobs without any diffi- 
culty. 

As this reader is only 
age, though, I would not put her in 
quite the same classification with the 
women at the School of Industry. A num- 
ber of these women are over fifty-five 
and some are over sixty. 

When this woman job-hunting, 
she will want to be sure of her skills, 
suitably dressed for business, and not be 
ashamed of her age. Contrary to what 
some first reports showed, the older wom- 
an is doing a splendid job in business. 

I am assuming that this woman re- 
turned to a school for her refresher 
course, so perhaps the school she attend- 
ed can help her get a job. If not, I would 
suggest that she contact the United States 
Employment Office for assistance. There 
are sO many opportunities in business to- 
day that the woman of forty and over 
can get a good job. 
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BIG BUSINESS WANTS YOU! 
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Product 


of the 
R.C.A.-VICTOR 


Custom Record 


Division 


pn i 
DICTATION DISCS 


Unbreakable pure vinylite 


& 
Large 12-inch size 
a 
Each long play record contains 
45 minutes of dictation 
& 

Unsurpassed clarity of tone, 
each word distinctly spoken 
* 

Fully guaranteed against flaws 
and defects 





Vi etation 








A partial list of leading schools 
that have incorporated Dictation 
Dises into their shorthand train- 


ing | 


program. 


imerican Institute f Business 
General Electric Co 

Columbia University 

St. Teresa’s Academy 

Mercy High School 

Good i Counsel High School 

VM. St. Narciase 

Nazareth Academy Convent 
Vitchell College 


of Tulsa 
Sparks College 


University 


Somersworth School District 
Benson School of Commerce 
Billings Bus. Col 

Smith School of Business 
Virginia State College 
National School of Business 
Gieneva Colleve 

Tama High School 

St. Patrick Academy 

Morvan State College 
University of Maryland 
Eastern lUinois State College 
Northboro High School 
Consolidated District 29 
Hamburg Senior High School 
University of Connecticut 
Take-A-Letter Steno Service 
Watertown School of Commerce 
Cecil's Business College 
Baltimore Inatitute 

Salt City Business College 
Enid Business College 


The New York TIMES, on July 
25th, 1954, revealed want ads for 
no less than 405 stenographers 
and secretaries. Of these, more 
than one-third advertised salaries 
of $75 a week and higher! 


What does this mean to you? It means that 
as a stenographer you are first-line material 
for one of these jobs .... for never before has 
the demand for rapid stenographers been so 
great as it is today! Experience is sometimes a 
factor in getting the better jobs, but there is no 
substitute for efficient shorthand speed. Just 
show the man behind the hiring desk a speed 
of 120 w.a.m. and you've got the job! 


That’s why we have the Dictation Disc. These 
records were specifically designed to bring you 
up to speeds of 120 w.a.m. and higher in the 
shortest possible time. You hit the 120 speed as 
rapidly as you yourself can progress. You set 
your Own practice sessions custom-tailored to 
your own speeds. You practice penmanship, 
then speed, back to penmanship, then back to 
speed. You WILL progress rapidly with Dicta- 
tion Dises, because you will be getting preci- 
sion-timed, planned repetition practice. Your 
hand develops rhythm, and the automatic re- 
action, so important in the shorthand writing 
technique. You write easier—you write faster. 


The first raise you receive will pay for 
Dictation Discs, and with the speed you 
have acquired you will be slated for top 
secretarial rank. 
Court Reporters—We also have a 
complete set of 14 records in higher 
speeds ranging from 140 to 250 w.a.m. 


SEND FOR FREE DESCRIPTIVE LITERATURE 








USE COUPON TODAY 
DICTATION DISC CO., 


Box 637, Church St. Sta., New York 7, N. Y. 
12” Standard 7% rpm 12” Long Play 33 
$2.50 each $5.00 each 
No. 1 
No. 2. 70 & 80 wam No. 2. 70 to 100 wam 
9 rf . { ‘ - 
omg . 80 , = warm No. 3 90 to 120 wam 
oO. YO) & 00 wam 
* No. 4 100 130 we 
No. 5 100 & 110 wam . willed 
No. 6 100 & 110 wam | Complete set $18.00 
No. 7 110 & 120 wam 
No. 8 120 & 130 wam 
Complete set $18.00 


60 & 70 wam [] No. 1 60 to 90 wam 


Entire series $33.50 


WEB-COR 3-speed 


Enclose check or m.o. |add 35c for postage | 








phonograph ........829.50 
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Want to try something 





Really New! Personal 
Touch through TTT*... 


Really New! Diamond ; 
Set Margins... TT — 


Really New! Color 
Control Keyboard... 


Really New! Instant 
Marginand TabSetting... 


Really New! A wide 
choice of type styles... 


Really New! Improved Front 
Scale for Direct Reading... 


Really New! Beautiful 
Color Combination... 


* TRIPLE TOUCH TUNING 


You can SEE...and TRY... the 


New laderwood 160 





Here it is... Underwood’s big step ahead in 
typewriter design...the New 150 that delights 
every secretary who tries it. 

You'll find this Underwood the smoothest- 
running typewriter you’ve ever used...with a 
new touch that is individually and personally 
yours. 


Every new feature is designed to please you 
and your boss...to make your job easier, and 
his letters better. The New Underwood 150 has 
everything you’ve been looking for in typing 
comfort and efficiency. 


Ask your local Underwood Representative 


tally New in a typewriter? 






in your own office, 
on your own work 


a New 150 to you to try. No obligation what- 
ever. Phone him now. 


Underwood Corporation 
Typewriters...Adding Machines... 
Accounting Machines...Carbon Paper... Ribbons 
Punched Card Equipment... Electronic Computers 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


4 Underwood 
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IKE THOUSANDS of others, Nancy Jones, an at- 
tractive 25-year-old New Yorker, watches Dave 
Garroway preside over the early-morning TV show, 
“Today,” while she sips her breakfast coffee. But, un- 
like the others, she'll be sitting across a desk from the 
same Dave Garroway later that morning, arranging the 
details of his business life. Nancy Jones is Garroway’s 
private secretary. 

While being an entertainer’s secretary is basically 
like any other secretarial job, the very nature of tele- 
vision provides a somewhat chaotic backdrop to the 
business. And, when the boss is Dave Garroway—a re- 
laxed, off-beat type of character—the working methods 
can often be rather unorthodox, and the job takes on 
its own distinctive flavor. 

But the day begins for Nancy Jones very much as 
it does for many other young secretaries. She lives 
with her parents in an apartment in New York’s Upper 
East Side. After breakfast, she grabs a quick look at 
her boss at work on television, then heads for the 
office at the RCA building on Rockefeller Plaza. 

Arriving at work about 9:30, Nancy’s first chore 
is a quick look at the morning mail—taking care of 
any telegrams that demand immediate attention. Just 
before ten, she leaves the office for the “Today” studio, 
located across the street in the RCA Exhibition Hall. 
There she picks up what serves as Garroway’s script 
during the show. Actually, it’s a clip-board to which is 
attached an outline of the program, interview ques- 
tions, commercials, newspaper clippings, letters, and 
gifts. It’s a hodge-podge of notes, cues, and formal 
script that will guide him through the course of the 


TODAYS SECRETARY 


“My boss 
dictates lying 


down 


Because her boss is Dave Garroway— 


aman who believes in relaxing 
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three-hour show. (The “Today” program is shown in 
the East and the Middle West between 7 and 10 a.m. 
Because of the time difference, the first hour is seen 
only in the East; the third hour only in the Middle 
West.) The clip-board, and any other items Garroway 


wants returned to his office are collected by Nancy 
during the scuffle of “striking the set” that follows 
every show. 

While Garroway usually goes directly from the 
studio to a production meeting to plan the following 
day’s program, Nancy returns to the office and digs in- 
to the mail. Of the many letters sent to Garroway each 
day, a good part is either straight fan mail or requests 
for some routine information about the man or the 
program. These letters are answered by a staff assist- 
ant. The remainder—and it’s a sizable bundle—is 
Nancy's direct responsibility. 

Many of the letters contain suggestions for the pro- 
gram; others make requests of one kind or another— 
some for tickets, others for some personal effect. Still 
others are more or less personal notes from friends. 
And, of course, many are purely business letters from 
sponsors or from other persons dealing with the Garro- 
way organization. 

But there is also an occasional “crank” letter—some- 
times a threatening one. These Nancy prefers not to 
show Garroway (and he approves) but to handle her- 
self or ignore as she sees fit. Not so strangely, many of 


the so-called “crank” letters are from women con- 







Coffee time with the boss is an old story to Nancy. She 
often watches his early morning show while she sips her 
second cup of coffee, for Nancy is one of Garroway’s 
most enthusiastic fans. Probably many secretaries wish 
they could “tune in” on the boss at breakfast to determine 
his mood for the day. 


fessing their adoration for Garroway. All his fans— 
and they are legion—seem to be moved by his unique 
ability to appear both sophisticated and folksy at the 
same time. 

Around eleven, Garroway arrives at his office. On 
the brown metal door, in small, neat letters, are the 
words—“Dave Garroway and friends.” The compara- 
tively small room contains three desks, two filing cab- 
inets, a metal locker, assorted chairs, a hi-fi phono- 
graph, and a leather couch. None of the desks belongs 
to Garroway. He prefers to use the couch, and he 
usually goes through his business chores from a prone 
position. With an armload of correspondence, Nancy 
pulls her chair next to the couch, and the daily dicta- 
tion begins. 

Nancy goes through the letters one by one, giving 
the reclining Garroway the gist of the contents. He'll 
scan the letter, then give some instructions for han- 
dling the particular situation or dictate a “rough,” and 
Nancy will build a letter from that. But even when 
Garroway dictates the whole reply, it’s short and di- 
rectly to the point—rarely more than a few sentences. 
No matter how brief, however, these letters are typi- 
cally Garroway. He uses words carefully, putting them 
together in his own special way. When Nancy is called 
on to compose a letter over Garroway’s name, she 
naturally tries to write it in his style. This, she con- 
fesses, is no easy task. She freely admits she doesn't 
have the Garroway touch. 
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Garroway fans are freehanded and fre- 
quent. Every mail brings its quota of gifts, 
like this little medallion Nancy holds. A few 
gifts are kept, more are returned or given 
to some charity that can make use of them. 
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IN ADDITION TO THE MAIL, Garroway, like other enter- 
tainers, is showered with a variety of gifts. They come 
from fans, friends, sponsors, and publicity seekers. 
People send him food—cakes, cookies, and candy— 
which is usually quickly devoured by members of the 
“Today” program staff. Other gifts include clothing, 
phonograph records, jewelry, and a flood of gimcracks 
and oddities that not infrequently would defy de- 
scription. 

A lot of these things have to be returned. More are 
given away to someone who can use them to good ad- 
vantage. (Often, organizations will write asking for 
something belonging to Garroway that can be auc- 
tioned for charity.) But occasionally Garroway will 
get something that strikes his fancy. It’s hard to know 
what that will be. It may be as conventional as a 
pair of cuff links or as unusual as a Seminole Indian 
shirt. For the most part, however, he has little interest 
in the gifts. Whether they are kept, given away, or 
returned is left for Nancy to decide. 


WITH THE DAILY MAIL OUT OF THE WAY, Garroway will 
go to lunch with a few friends or, just as often, send 
out for a sandwich. After lunch in the office, he'll 
sometimes indulge in a favorite pastime—a nap on 
the couch. “His early morning schedule plus an eve- 
ning show combine to make a pretty tiring day,” 
Nancy reminded me. The napping period usually can- 
cels any typing plans Nancy may have, and she has to 


weekday morning. 
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“Will Skitch like this one?” Nancy looks for a book to 
give Skitch Henderson, musical director of Garroway’s 
evening show. It’s Skitch’s birthday and Garroway told 
Nancy to get “something about airplanes.” Not long ago 
she shopped for “something French” for Kay Thompson. 


put letter writing aside for a while and look for some- 
thing else to do. Most often she'll try to polish off some 
of the seemingly endless filing or run a few errands 
in the building. ; 

In mid-afternoon, Garroway disappears for the re- 
mainder of the day. His time is taken up with a 
variety of duties—meeting with sponsors, filming com- 
mercials, posing for publicity pictures, or rehearsing 
his evening television show. But whatever it is, Nancy 
must always know his whereabouts. And chances 
are, she’s responsible for his being there—at the right 
place, at the right time. 

On one occasion, however, shortly after she began 
working for Garroway, she reminded him that he had 
accepted an invitation to attend a party to be given 
that Sunday by some old friends of his at their home 
in New Jersey. At home Sunday night, Nancy was 
suddenly seized with panic. The party was scheduled 
for the following week end. Realizing how jealous a 
man like Garroway can be of his personal time—a 
precious thing of which any entertainer has little to 
spare—she arrived at work Monday morning in fearful 
anticipation. But, typically, Garroway was undisturbed 
by the mistake. He almost seemed thankful that he 
was spared the party. He had spent a delightful after- 
noon, relaxed, talking over old times with his friends. 
But the incident taught Nancy a lesson, and she re- 
gards her duty to Garroway as a very serious respon- 


sibility. (Continued on page 46) 


Nancy leaves “Today’s” studio with the morning 


program outline. 


interview questions, commercials, newspaper clip- 
pings, and all the notes and cues that Garroway 
uses to guide him through his three-hour show each 


Nancy hails a cab to race 
to another part of Manhat- 
tan to see Garroway’s busi- 
ness manager. Frequent er- 
rands all around the town 
oer help to make Nancy’s sec- 
retarial job exciting. There 
was a time when she wanted 
to be a lady editor. Now 
she believes no editor could 
lead a more interesting life! 
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BY JOHN P. WHITCOMB 





Extrovert? 


UPPOSE YOU TOOK AN AX and with one mighty 

stroke chopped the thirty-story Ajax Office Build- 
ing in half. This would prove beyond a doubt that you 
have unusual strength. If, after this prodigious ef- 
fort, you were still sufficiently strong to push the 
building open just enough so that you could look in- 
side and study the people there, you would no doubt 
learn some very interesting things. 

For example, there in the middle of the building 
in a room that doesn’t even have a window sits Jean. 
She is secretary to mild-mannered little old Mr. Randy. 
He does research for the advertising department, and 
most of Jean’s time is taken up helping him compile 
charts, look up information, and keep their reference 
files up to date. Her days are peaceful, with few inter- 
ruptions. 

Through her open door you pass into a big office 
filled with many desks and busy people. To the right 
at the end of this room you will see Carol, the recep- 
tionist. Carol is in a whirl of constant activity, She is 
so busy, in fact, that she doesn’t ever have a chance to 
file her fingernails on company time. Either the phone 
on her desk is ringing or visitors or salesmen are de- 
scending on her, trying to get to see important people 
in the firm. Carol deftly handles them all, from the vis- 
iting V.I.P.’s to the latest applicant for the position of 
office boy. She loves her busy work and refers to Jean’s 
job as “solitary confinement.” 

Carol says that she would “die” back there in that 
“hole” where Jean works. Allowing for some exaggera- 
tion, this is probably true. But this is not at all true 
for Jean. She likes her work. It’s quiet and peaceful, 
and she has a few good friends who occasionally stop 


What Kind of | 








Introvert? 


in for a moment’s chat when they have to look some- 
thing up in her file. Jean wouldn’t want to be “out on 
the firing line” where Carol is. 

Jean loves her job; Carol will tell you there is none 
better than hers. Both girls have found spots that suit 
their personalities. Needless to say, this is very im- 
portant. One of the biggest reasons for unhappiness 
and failure is that people end up in jobs that do not 
suit their personalities or natural abilities. It is amaz- 
ing how haphazard we are in selecting a job. Most 
people seem to leave the choice to chance or whim. 


OF COURSE, THERE ARE OTHER THINGS beside your per- 
sonality to consider when you select the right secretar- 
ial spot for yourself—your interests, your ability or 
skill, the job opportunities and pay, and sometimes 
even the location of the firm. But the fact remains that 
the job must suit your personality. What good is get- 
ting or keeping a high-paying job if it makes you mis- 
erable? 

Jean’s job is best for her because she is a typical 
introvert. She prefers to be alone, doesn’t yearn to 


know many people; she likes to stay at home with a 


good book. Carol, on the other hand, is a typical ex- 
trovert. She craves lots of company, gets to know ev- 
eryone, likes to go to dances and be the life of the 
party. Of course, most of us are neither complete intro- 
verts nor extroverts, but a little of both—we’re ambi- 
verts. 

Which type are you? Here’s a test to help you check 
yourself. There are no “right” or “wrong” answers. Just 
write True or False after each number, according to 
how that item describes you. 
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erson Are You? 





sli 


Dominant? 


1. I daydream a great deal. 
2. I frequently rewrite letters before mailing them. 
3. Usually I would rather be alone than in a group. 

4. I am frequently suspicious of other people's mo- 
tives. 

5. At some time in my life I have kept a diary for 
several months. 

6. I have ups and downs in moods without know- 
ing why. 

7. | worry considerably about possible misfortunes. 

8. | am rather self-conscious and blush frequently. 

9. I tend to hesitate in making ordinary decisions. 

10. My feelings are easily hurt. 

11. I can express my thoughts better in writing than 
in speaking. 

12. I am quite persistent in my attitudes and beliefs. 

13. | get rattled rather easily. 

14. I always avoid speaking before a group when 
I can. : 

15. On social occasions I tend to keep in the back- 
ground. 

16. | don't like to give or receive help in doing my 
work. 

17. I tend to be quite critical of others. 

18. I am sure I would never be a good salesman. 

19. I have relatively few friends. 

20. Most of my acquaintances are members of my 
Own Sex. 

If you answered True to more than twelve, you 
tend to be an introvert; if more than twelve were 
False for you, you tend to be an extrovert. If you di- 
vided almost equally between True and False, you 
are an in-between, or an ambivert. If you are an ex- 





Submissive? 


trovert, you will probably be happiest in a job that 
involves meeting a lot of people, such as in personnel 
or public relations or a sales office. If you are an intro- 
vert, you will probably prefer a job where your skill is 
more important than your ability to deal with people. 


IF THE TEST SHOWS you to be either an extreme intro- 
vert (15 or more marked True) or extrovert (15 or 
more marked False), you may be leaning so far in one 
direction that you are missing some of life’s pleasures. 

Extroverts have many qualities that help them get 
ahead in many phases of the business world. Yet, de- 
spite all the verbal pats on the back that are given to 
a good mixer (the “life of the party” type ), it is possi- 
ble to be too extroverted. Extreme extroverts are likely 
to miss important values in life—they need to sit down 
and figure out some of the “whys” behind their feverish 
activity. If you are the extreme extrovert type, here 
are some suggestions for you: 

1. Spend one evening a week in the library getting 
acquainted with a variety of magazines and new books. 
Don't talk to anyone, just look around. 

2. Once in a while go for a long walk alone, prefer- 
ably in the woods or in a park. Avoid talking to people. 
Instead, concentrate on nature—the trees, the flowers, 
the clouds—and let your mind wander to deeper 
thoughts. 

3. Spend at least one or two evenings a month in 
complete solitude—no visiting, no phone calls—and just 
sit and think. It doesn’t hurt, and you may come up 
with some interesting ideas. 

4. Try to read one good nonfiction book and one out- 
standing novel each month. 
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Reading may seem tiresome to some extroverts, but 
stick to it. If you don’t like to read, start with a humor- 
ous book or an exciting adventure tale. 

5. Get to know someone who is extremely intro- 
verted and shy. Try to find out his slant on life. It may 
be difficult, but you will learn to appreciate his view- 
point, which may be very different from yours. 

If you are an extreme introvert, the chances are also 
very good that you are missing much in life. Here are 
some suggestions for you: 

1. Next time you plan to go for a walk alone, to the 
movies alone, or you consider some similar solitary 
pastime, ask a friend to go along. Never go alone. 

2. Accept the next invitation you receive to a dance 
or party. Be with someone throughout the party—not 
on the fringe of the crowd, but right in the midst of 
the fun. Store up a few jokes of your own for any pos- 
sible dull moments. 

3. The next time you are asked to make a speech or 
give a report before a group, say Yes before you have 
time to think about it. Give the speech if it kills you. 
The mortality rate is fairly low among speechmakers, 
and you will feel more self-confident after it is over. 

4. Join two or three active clubs or organizations. 
Attend the meetings and force yourself to participate 
in the discussions. Offer to help on a committee. 

5. Practice getting acquainted by starting with the 
people you see regularly—the mailman, the newsboy, 
the scrubwoman, the elevator operator. Then keep up 
the good work. 


ANOTHER BASIC WAY TO CLASSIFY PERSONALITIES is to 
decide whether they are dominant or submissive. Dom- 
inant individuals generally rise to positions of leader- 
ship, while the submissive person tends to be a follow- 
er. Some people think that women are more submissive 
than men. We find it hard to go along with this theory 
because the ones who believe it are generally men. 
Women have a disquieting way of being dominant 
while appearing to be submissive! 

A person’s choice of his life work should be made 
with his degree of dominance-submissiveness in mind. 
A submissive person probably will be unhappy in a 
vocation demanding a high degree of leadership or 
supervisory responsibility, and a dominant person will 
long for opportunities to use his natural dominating 
qualities to best advantage. 

Where do you stand as to submissiveness and dom- 
inance? Here’s a test to help you decide. Just answer 
Yes or No as the item applies to you. Try to “feel your- 
self into” any of these situations that you have not ex- 
perienced and answer as you think you would have 
reacted in the real situation. 

1. In walking down a busy hall or corridor, do you 
usually walk close to the right-hand wall? 

2. When you sound the car horn to pass or warn 
someone, do you tap the horn button lightly once or 
twice, “beep, beep”? 


3. Do you ever go into a doorway or cross a street to 
avoid meeting someone? 


4. Do you take a back seat or some unsatisfactory 
seat in a theatre or church or at a meeting rather than 
walk down the aisle before everyone for a better seat? 

5. Do you generally avoid or refuse being chairman 
or leader of a group? 

6. Do you usually “give in” to your superiors in a 
discussion or an argument? 

7. Do you mind very much asking a friend to lend 
you his tennis racket, golf clubs, skates, ete.? 

8. Do you find it difficult to get rid of unwelcome 
salesmen who come to your house? 

9. Do you get emotionally upset if you have to ask 
them to leave? 

10. When someone pushes ahead of you in line at a 
ticket window, or some similar situation, do you “let it 
pass” rather than object? 

11. Do you hate to sell tickets for club or school per- 
formances or other worthy activities? 

12. When you accidentally bump into someone in 
the hall or on the sidewalk, are you usually the first one 
to say, “Excuse me”? 

13. When there is an accident and other people are 
present, do you let someone else take the initiative in 
doing things? 

14. Do you usually keep quiet in class or other meet- 
ings and let others volunteer to answer questions and 
carry on the discussion? 

15. Do you become embarrassed and flustered when 
you speak to someone you thought you knew, only to 
discover that he is a total stranger? 

16. When you get a serving of unsatisfactory food in 
a restaurant, do you make the best of it rather than 
complain to the waiter or manager? 

17. Do you feel that you are lacking in “sales resist- 
ance” and buy things you later regret having bought? 

18. Do you dread introducing yourself to strangers 
even when it is quite proper for you to do so? 

19. Do you find it unpleasant and difficult to further 
your own interests and push yourself forward either 
socially or on the job? 

20. In general, do you believe you give in to people 
too much—are too submissive for your own good? 

If you answered Yes as many as fifteen times, you 
are decidedly of the submissive type; if as many as fif- 
teen answers were No for you, you're dominant. If your 
answers were about evenly divided, you are a mixed 
type, neither very dominant nor very submissive. Most 
people would make this kind of “average” score. 


Ir MUST BE EMPHASIZED that there is nothing wrong . 


with being one type or the other. The world needs 
plenty of both. However, you may be too submissive 
for your own good or you may be dominant to the point 
where you offend people. If you are, something should 
be done about it. If you tend to be too submissive (an- 
swered 15 or more Yes), here are some suggestions: 

1. Walk near the middle of the hall instead of near 
the wall. Walk with your head up. Try to assume an air 
of self-assurance, even though you don't feel it. 


(Continued on page 54) 
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Don’t become 
a problem A 4 


to your dictator 


Are you a 





“SAY-FT-AGAINER”? 


UT, PLEASE DON’T SEND DOROTHY-she 

drives me crazy!” That was the gist of the com- 
ments that drifted down to me as secretarial consultant 
whenever one of the men at Harkins Manufacturing 
Company called the steno pool for someone to take 
dictation. 

Why all this dislike for Dorothy? She had been with 
us only a few weeks and seemed to be a well-groomed, 
attractive, ladylike young girl. She had passed all our 
tests when she was interviewed: we couldn’t under- 
stand this reaction. A round of visits to the different 
dictators soon revealed that our new girl’s contribution 
to the dictation period consisted mostly of requests to 
“Say it again” or “Please repeat those last words.” Each 
dictator said that, while Dorothy was personally ac- 
ceptable, she slowed him down to the point where his 
other work was suffering. As one executive put it, “I 
feel as though I had a ball and chain holding me back.” 

Obviously, Dorothy couldn’t take dictation fast 
enough to keep up with even the slower dictators. 
True, she had passed our entrance tests; but the dic- 
tation had been for only three minutes at 80 wam and 
at the even pace to which she was accustomed. On the 
job, however, she didn’t have the reserve to handle 
little spurts of dictation. 

I finally did what I should have done before hiring 
her. I called Dorothy’s school to ask about her short- 
hand grades. They turned out to be only average. She 
was very popular at school and had participated in 
many activities—but at the expense of her homework. 


TODAY'S SECRETAR 


WELL, I was Now REApy to talk with Dorothy. If only 
all stenographers were as intelligent as this little lady 
turned out to be. After listening to my story, she turned 
to me and said, “Yes, I see that I must develop more 
speed. Would you please help me?” 

Dorothy didn’t know that one of the secrets of gain- 
ing shorthand speed is to read, read, read shorthand 
material—continuously. Based on this fact, we made 
out a program of study, and I lent her my back copies 
of Topay’s Secrerary. We agreed that she should read 
and reread the shorthand plates until she could rattle 
the words off as though she were reading print. To 
encourage her, I made arrangements to stay after clos- 
ing hours every Monday just to hear her read, At these 
times, I also dictated to her from some shorthand text- 
books I had—another excellent way of gaining speed. 
On her own, Dorothy purchased some shorthand dic- 
tation records for study at home. She put every free 
moment to use—even her bus ride to and from work. 
Seated in the bus, she would turn to a page in her 
newspaper that contained a large advertisement; then, 
between the lines of the ad, she would write out the 
words in shorthand, saying them to herself as she 
wrote. 


I GREW TO BE VERY PROUD OF Dorortny, for her speed 
soon picked up and she became a valuable secretary. 
My only regret was that she hadn't put her all into 
her shorthand studies earlier. She certainly would 
have advanced much faster on the job. 
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Charleen takes dictation from her boss, W. H. Magness. 
Mene Grande’s chief district engineer for Eastern Venezuela. 
On the desk before them is a model of a new housing unit 
Mr. Magness is designing. 


_Saponoenge ste COUNSELOR back at Pennsyl- 
A vania’s Immaculata College had nodded. Yes, 
there was a chance for secretarial jobs overseas—but 
only a chance. Odds were against it. That was in June, 
1950. 

. yet since October, 1951, pretty Charleen Hen- 
nessy, a girl who beat the odds, has been thriving in 
a dream world of adventure. Where? Deep in the in- 
terior of eastern Venezuela. A few kilometers beyond 
the neat little bungalow that Charleen and two other 
young American secretaries share, stretches Vene- 
zuela’s African-like veldt. And somewhere south, be- 
yond the flat horizon, lies the steaming Territorio 
Amazonas, still mostly unexplored, the habitat of head- 
hunters and spear-throwing Indians. Northward but 
an hour’s flight, is the Caribbean and fun-loving Trini- 
dad. Even now, after almost three years of it, Charleen 
isn't quite acclimated. Not that she minds the sticky 
humidity or the wet season’s torrential rains. Not at 
all. It’s just so different—and, at the same time, so 
wonderful! 

“Muy bueno,” laughs Charleen, and she laughs a lot. 
Perhaps she’s recalling last Wednesday after work and 
that round of golf followed by a splashingly good pool 
party. Or maybe she means the recent premier per- 
formance at San Tome’s Little Theater; or the week 
ends when she, roommate Betty Moffatt, and the boys 


ENGINEERS, 
OIL, and 
SPANISH 
ACCENTS 


BY JAMES JOSEPH 


have driven the hundred kilometers to Ciudad Bolivar, 
a city of 41,000 and gateway to Venezuela’s fabled 
Gran Sabana country. 

Even today Charleen can hardly believe her luck. 
It has brought her to the southern hemisphere, eight 
air hours and a continent south of Miami. For Char- 
leen is an oil-camp girl. Only, she hastens to explain, 
Mene Grande’s San Tome “camp” isn't really a camp. 
It’s a tree-scaped town, population 5,000. San Tome’s 
400 American families, its 130 single men, and 30 
bachelor women (a wonderful ratio, thinks Charleen ) 
have loads of fun. Bachelor women, incidentally, are 
employed as secretaries, school teachers, and nurses. 
The camp has an up-to-date hospital, all facilities 
free to employees. 

Yet Charleen had come prepared. She'd been grad- 
uated from Immaculata able to take 110 wam dicta- 
tion, could pound out 60-65 wam on her typewriter, 
and had piled up all kinds of collegiate honors. She 
was listed (for 1951) in Who’s Who in American Coll- 
leges and Universities. She was very popular at her 
all-girl college—secretary of the student council and a 
Delta Epsilon Sigma (Catholic women’s honor so- 
ciety ). After graduation in June, 1950, she had secured 
a secretarial job (at $170 a month) with Lukens Steel 
Company, in Coatesville, Pennsylvania, where her fam- 
ily lives. That first job was important, and Charleen 
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Charleen gets a golf lesson from one of San Tome’s many 
Behind them is the neat bungalow that she and two other San Tome sec- 


bachelors. Charleen and housemate Betty Moffatt, like 
many San Tome girls, find records a constant 


link with what’s happening Stateside. 


Charleen’ s job in a Venezuela oil camp has many advantages: * 


free housing, free meals, free swimming pool and recreation 





facilities—plus a healthy pay check 


liked it. But could she help it if she had wanderlust? 
The Hennessys seemed equally imbued. Her brother 
worked for an oil company in Venezuela and her sister 
had married an oilman. Both were living in Venezuela. 

“Sounds as if I just slid into my job,” she admits. 
“Actually, it’s easier to apply for overseas work right 
from the States. My case was different—and unusual. 
I went down to Venezuela on vacation in the summer 
of 1951, fully expecting to return to Lukens Steel. 
But, when I got down there and saw how wonderful 
things were, I just stayed—and got a job with Mene 
Grande, a Gulf Oil subsidiary.” 

Charleen had cruised south on the Santa Clara, a 
Grace liner, and it was her first time away from home. 
“But,” she cautions, “my advice is for the girl with 
overseas yearnings to apply for that gold-lined job 
in the States.” 

Charleen explains why. For most overseas work, 
especially in high-priced countries like Venezuela 
(prices are two to three times those Stateside), a 
girl has to bring down a two years’ supply of cloth- 
ing (“mostly cottons”). Two years is the usual work 
contract. And it’s far easier to round up all the things 
youll need in the States. Visas also come easier when 
applied for from your own home town. In Charleen’s 
case, for example, she had to fly back to Curacao, a 
quaint Dutch West Indies island, so that she could 


obtain a visa and then re-enter Venezuela from there. 

Charleen found San Tome full of surprises. She'd 
conjured up a dismal portrait of oil-camp life: bleak 
houses, rutted roads, tough hombres. For a girl just 
turned 22, it was frightening. The bumpy, hour-and- 
a-half flight to San Tome from Caracas did noth- 
ing to lessen her fears, Yet that first week was a 
stunner. 

She found herself in a model town, its 5,000 citi- 
zens (all Mene Grande employees and their families ) 
divided between “north” camp (where staffers, both 
Americans and Venezuelans, live) and “south” camp 
(home of the field force, mostly Venezuelan). Char- 
leen was assigned her own bedroom in a _ three- 
bedroom cottage. Her housemates were Marian Weir, 
a Texas girl in her mid-twenties who works in San 
Tome’s Transportation Department, and 26-year-old 
Betty Moffatt, secretary in Industrial Relations. 

Charleen is 25 now, although she was only 22 when 
she landed at San Tome’s little airstrip. And she’s 
secretary to W. H. Magness, Mene Grande’s chief 
district engineer for Eastern Venezuela. Mr. Magness, 
a long-time “expatriate”—as Americans working abroad 
are called—supervises construction of various oil 
camps, their utilities, and the like. 

Charleen’s little stucco and red-tiled bungalow, 
with its kitchen, living room, and porch, is snug- 
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In San Tome’s cafeteria. a friend stops to chat with Charleen. 
The meals are always good—and. best of all. they don’t come 


out of Charleen’s salary. 


gled along a tree-lined San Tome street. On top 
of her regular salary (she now earns $350 base, 
monthly), she $115 
ance. Actually, Charleen never sees this bonus— 


receives cost-of-living allow- 
since it goes for board, room, maid service, and 
once-a-week laundry (San Tome has a modern laun- 
dry, but dry cleaning isn’t included in the bachelor’s 
flat rate). 

Nearby is a beautiful school (through junior high ) 
for San Tome’s children, a commissary, and a lavish 
staff Club—its swimming pool big enough to be an 
appendage of the Caribbean. Three times a week 
movies are shown in the Club’s theater. That first 
week in camp, Charleen had her hair done at the 
beauty shop ($15 for a permanent), bowled a few 
lines on the Club’s four alleys, and joined other girls 
in after-work bridge. San Tome’s Women’s Club, 
she learned, is the only group of its kind in Vene- 
zuela that’s affiliated with the Federation of Women’s 
Clubs of America. And one day, in a gardening mood, 
she and Betty Moffatt trekked out to the camp’s nurs- 
ery, verdant with its encyclopedic collection of trop- 


ical trees and shrubs. They thought they would buy 
a few plants to “dress up” their little bungalow. 

“Choose any you wish,” the Venezuelan gardener 
invited, “they're all free, and we'll even transplant 
them in your yard.” 

But it wasn’t until after a week end of fishing 
(Charleen caught 20 whoppers at a spot just two 
hours’ drive from camp) that she confided to Betty, 
“IT never want to go home!” 

“Of course,” Charleen admits with a laugh, “we 
work, too. That’s what we're here for, after all.” 


CHARLEEN'S A 7 TO 4 GIRL, five days a week, and 
works until noon, Saturdays. She’s up with the camp's 
whistle at 6 a.m., breakfasts at 6:30 at San Tome’s 
spankingly modern cafeteria, is at her desk in Mr. 
Magness’ office by 7 a.m. From 11:30 to 1 she lunches. 
Then back to work until 4. 

Charleen’s office is just as modern, just as mecha- 
nized as any in Coatesville. It’s located in San Tome’s 
big administration building, and she works along- 
side an international office force: Venezuelan girls, 
Trinidad, from 
France, and from half a dozen other countries. Most 


secretaries and accountants from 
of them are naturalized Venezuelans, for the country, 
welcoming immigrants, is fast becoming something 
of a melting pot. 

Back in school, Charleen had taken some Spanish; 
but when she arrived in Caracas she was pretty rusty. 
“I could order breakfast, so long as it consisted of 
huevos y cafe (eggs and coffee),” she laughs. At 
San Tome she learned that Spanish is compulsory 
for Americans, so she enrolled in a special night class 
(two sessions weekly ) and today speaks the language 
like a native—well, almost. 


WHY SHE LIKES OVERSEAS WorRK, Charleen never tires 
of explaining—and why it’s such a bonanza, despite 
the high cost of living. First off, her basic $350- 
a-month salary is a real, gold-plated fooler. Actu- 
ally, she makes much more. Why? First, when you 
reside and work eighteen months out of the States, 
youre exempt from U.S. income taxes, And, in Vene- 
zuela, a man can earn $9,000,000 before he parts 
with 26 per cent of it, the country’s highest tax 
bracket. Earning a basic $350 a month, Charleen 
pays but 3 per cent Venezuelan income taxes. Then 
there’s Venezuela’s progressive labor laws—a lot of 
Spanish words like “Utilidades,” “Antigtiedad,” and 
“Cesantia”—but they add up to dollars. Translated, 
they mean profit sharing, severance pay, and other 
work bonuses; and that boosts her basic salary by 
about 25 per cent annually. On top of this there are 
vacations. Mene Grande, like most companies oper- 
ating abroad, gives an annual seventeen-day “short 
leave” (which few emplovees take) and a much longer 
leave every two years, when contracts expire. Every 
other year Charleen can vacation for two months 
in the States—round-trip transportation and _ salary 


paid. (Continued on page 53) 
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OU NOW CAN SAY GOOD- 

BY to stained hands and cloth- 
ing when you have a duplicating 
job to do, thanks to a new process 
called Azograph just introduced by 
A. B: Dick. 

Perfected for short-run jobs of up 
to fifty copies, this amazing new 
process will give you cleanliness, 
speed, and economy all in one pack- 
age. With Azograph’s unique chem- 
ical make-up, it is impossible for 
you to dirty your hands and cloth- 
ing with carbon smudges; so nasty 
cleanup sessions are eliminated. 
And‘here’s welcome news for those 
who have complained that material 
duplicated in dark purple is often 
hard to read—Azograph produces 
copies in clearly legible blue. 


PRACTICALLY EVERY SECRETARY has 
had an occasional spirit duplicating 
job to do, so you probably are fa- 
miliar with the details and make-up 
of hectograph or aniline dye dupli- 
cating. As you know, this is the 
method most often used when a few 
hundred copies are needed in a 
hurry and when it is not necessary 
that the copies be permanent. Al- 
though considered ideal for this 
type of job, it has a very annoying 
purple-stain problem—this stain can 
be picked up by merely touching 
the carbon sheet. For this reason, 
it is practically impossible to make 
a correction on the master without 
getting the purple on your hands. 
And once your hands are stained, 
the dye can be easily and uncon- 
sciously transferred to your clothes 
or anything else your hands happen 
to touch. 


IN THE AZOGRAPH PROCESS, however, 
you always stay clean because there 
is no purple-carbon problem. The 
usual purple carbon sheet has been 
replaced by a transfer sheet that is 
coated with a light-brown wax. 
This coating contains only two of 
three color-forming compounds, so 
it will not produce any color until 
the third element is introduced. 
Since this element is in the dupli- 
cating fluid, it is uot introduced 
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No More Purple Hands! 


The new Azograph duplicating process 


ends muss and mess. gives new blue copies 


BY CONSTANCE H:. LUDWIG 


until the master goes through the 
duplicating machine—making the 
preparation of masters stainproof! 
The light-brown coating used in 
the Azograph process has another 
advantage, too—mistakes can be 
erased by using an ordinary rubber 
eraser, and they take no longer to 
remove than a pencil mark on a 
piece of paper. 


FOR CLEARER UNDERSTANDING, let's 
give the Azograph process a “trial 
run. First we obtain an Azograph 
master unit, which is composed of 
a piece of master paper and the 
wax-coated transfer sheet. As we 
type our memorandum, we notice 
that the pressure of our typewriter 
keys transfers the light-brown coat- 
ing to the back of the master in 
reverse image. 

After the memorandum is typed, 
we place the master on the Azo- 
graph duplicator, reverse image up, 
and start the machine. As we watch 
the duplicator, we see that the pa- 
per being fed through the machine 
has become moistened by a color- 
less fluid containing the third ele- 
ment needed to form the color. As 
this moistened paper comes in con- 
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tact with the image on our master, 
the deep-blue image appears on the 
paper, and our memorandum is 
completed. 

Since it is reported that the spe- 
cial fluid used in the Azograph 
process will corrode certain parts of 
regular spirit duplicating machines, 
the A. B. Dick Company is making 
two duplicators for use in the Azo- 
graph process. An electrically oper- 
ated machine has just been put on 
the market. An A. B. Dick hand-op- 
erated model (introduced last year 
for hectograph duplicating) is al- 
so designed to produce Azograph 
copy. And once you have an Azo- 
graph duplicator, the colorless fluid 
can be used to produce either Azo- 
graph copy or the regular purple 
hectograph material. The combina- 
tion of the two should add new ver- 
satility to duplicating, for Azograph 
can be used for short runs and hec- 
tograph for the longer runs where a 
few hundred copies are needed. 


AZOGRAPH DUPLICATORS and Azo- 
graph supplies now have nation- 
wide distribution at prices approxi- 
mately the same as comparable 
hectograph products. 
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After work, it’s fun and relaxation around the pool. 





In San Tome’s cafeteria. a friend stops to chat with Charleen. 
The meals are always good—and. best of all. they don't come 


out of Charleen’s salary. 


gled along a tree-lined San Tome street. On top 


of her regular salary (she now earns $350 base, 


monthly), she receives $115 cost-of-living allow- 
ance. Actually, Charleen never sees this bonus— 
since it goes for board, room, maid service, and 


once-a-week laundry (San Tome has a modern laun- 
dry, but dry cleaning isn’t included in the bachelor’s 
flat rate). 

Nearby is a beautiful school (through junior high ) 
for San Tome’s children, a commissary, and a lavish 
staff Club—its swimming pool big enough to be an 
appendage of the Caribbean. Three times a week 
movies are shown in the Club's theater. That first 
week in camp, Charleen had her hair done at the 
beauty shop ($15 for a permanent), bowled a few 
lines on the Club’s four alleys, and joined other girls 
in after-work bridge. San Tome’s Women’s Club, 
she learned, is the only group of its kind in Vene- 
zuela that’s affiliated with the Federation of Women’s 
Clubs of America. And one day, in a gardening mood, 
she and Betty Moffatt trekked out to the camp’s nurs- 
ery, verdant with its encyclopedic collection of trop- 
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that she confided to Betty 
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admits with a laugh, “we 


Of course.” Charleen 


work, too. Thats what we're here for, after all.” 
CHARLEENS A 7 TO 4 GiRL, five days a week, and 
works until noon, Saturdays. She’s up with the camp's 
whistle at 6 a.m., breakfasts at 6:30 at San 
spankingly modern cafeteria, is at her desk in Mr. 
Magness office by 7 a.m. From 11:30 to 1 she lunches. 
Then back to work until 4. 


Charleen’s office is just as modern, just as mecha- 


Tome’s 


nized as anv in Coatesville. It’s located in San Tome’s 


big administration building, and she works along- 


side an international office force: Venezuelan girls. 


secretaries and accountants from Trinidad, from 
France, and from half a dozen other countries. Most 
of them are naturalized Venezuelans, for the country, 
welcoming immigrants, is fast becoming something 
of a melting pot. 

Back in school, Charleen had taken some Spanish; 
but when she arrived in Caracas she was pretty rusty. 
“I could order breakfast, so long as it consisted of 
huevos y cafe (eggs and coffee she laughs. At 
San Tome she learned that Spanish is compulsory 
for Americans, so she enrolled in a special night class 
(two sessions weekly ) and today speaks the language 


like a native—well, almost. 


WHY SHE LIKES OVERSEAS WoRK, Charleen never tires 
of explaining—and why it’s such a bonanza, despite 
the high First off, her $350- 
a-month salary is a real, gold-plated fooler. Actu- 


cost of living. basic 
ally, she makes much more. Why? First, when you 
reside and work eighteen months out of the States, 
youre exempt from U.S. income taxes. And, in Vene- 
zuela, a man can earn $9,000,000 before he parts 
with 26 per cent of it, the country’s highest tax 
bracket. 


pays but 3 per cent Venezuelan income taxes. Then 


Earning a basic $350 a month, Charleen 


there’s Venezuela's progressive labor laws—a lot of 
Spanish words like “Utilidades,” “Antigiiedad,” and 
“Cesantia”—but they add up to dollars. Translated, 
they mean profit sharing, severance pay, and other 
work bonuses; and that boosts her basic salary by 
about 25 per cent annually. On top of this there are 
vacations. Mene Grande, like most companies opet- 
ating abroad, gives an annual seventeen-day “short 
leave” (which few emplovees take ) and a much longer 
leave every two years, when contracts expire. Every 
other year Charleen can vacation for two months 
in the States—round-trip transportation and salary 


paid. (Continued on page 53) 
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OU NOW CAN SAY GOOD 
\ BY to stained hands and cloth 
ing when you have a duplicating 
iob to do, thanks to a new process 
called Azograph just introduced by 
\. Bs Dick 
Perfected for short-run jobs of up 
to fifty copies, this amazing new 
process will give you cleanliness, 
speed, and economy all in one pack- 
age. With Azograph’s unique chem- 
ical make-up, it is impossible for 
you to dirty your hands and cloth- 
ing with carbon smudges; so nasty 
cleanup eliminated. 
And‘here’s welcome news for those 
who have complained that material 
duplicated in dark purple is often 
hard to read—Azograph produces 
copies in clearly legible blue. 


sessions are 


PRACTICALLY EVERY SECRETARY has 
had an occasional spirit duplicating 
job to do, so you probably are fa- 
miliar with the details and make-up 
of hectograph or aniline dye dupli- 
cating. As you know, this is the 
method most often used when a few 
hundred copies are needed in a 
hurry and when it is not necessary 
that the copies be permanent. Al- 
ideal tor this 
type of job, it has a very annoying 
purple-stain problem—this stain can 
be picked up by merely touching 
the carbon sheet. For this reason, 
it is practically impossible to make 
a correction on the master without 
getting the purple on your hands. 
And once your hands are stained, 


though considered 


the dye can be easily and uncon- 
sciously transferred to your clothes 
or anything else your hands happen 
to touch. 


IN rHE AZOGRAPH PROCESS, however, 
you always stay clean because there 
is no purple-carbon problem. The 
usual purple carbon sheet has been 
replaced by a transfer sheet that is 
coated with a light-brown wax. 


This coating contains only two of 
three color-forming compounds, so 
it will not produce any color until 
the third element is introduced. 
Since this element is in the dupli- 
cating fluid, it is not introduced 














No More Purple Hands! 


The new Azograph duplicating process 


ends muss and mess. gives new blue copies 


BY CONSTANCE 


until the master goes through the 
duplicating machine—making the 
preparation of masters stainproof! 
The light-brown coating used in 
the Azograph process has another 
advantage, too—mistakes can be 
erased by using an ordinary rubber 
eraser, and they take no longer to 
remove than a pencil mark on a 
piece of paper. 


FOR CLEARER UNDERSTANDING, let’s 
give the Azograph process a “trial 
run.” First we obtain an Azograph 
master unit, which is composed of 
a piece of master paper and the 
wax-coated transter sheet. As we 
type our memorandum, we notice 
that the pressure of our typewriter 
keys transfers the light-brown coat- 
ing to the back of the master in 
reverse image. 

After the memorandum is typed, 
we place the master on the Azo- 
graph duplicator, reverse image up, 
and start the machine. As we watch 
the duplicator, we see that the pa- 
per being fed through the machine 
has become moistened by a color- 
less fluid containing the third ele- 
ment needed to form the color. As 
this moistened paper comes in con- 
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tact with the image on our master, 
the deep-blue image appears on the 
paper, and our 
completed. 
Since it is reported that the spe- 
cial fluid used in the Azograph 
process will corrode certain parts of 
regular spirit duplicating machines, 
the A. B. Dick Company is making 
two duplicators for use in the Azo- 
graph process. An electrically oper- 


memorandum is 


ated machine has just been put on 
the market. An A. B. Dick hand-op- 
erated model (introduced last year 
for hectograph duplicating) is al- 
so designed to produce Azograph 
copy. And once you have an Azo- 
graph duplicator, the colorless fluid 
can be used to produce either Azo- 
graph copy or the regular purple 
hectograph material. The combina- 
tion of the two should add new ver- 
satility to duplicating, for Azograph 
can be used for short runs and hec- 
tograph for the longer runs where a 
few hundred copies are needed. 


AZOGRAPH DUPLICATORS and Azo- 
graph supplies now have nation- 
wide distribution at prices approxi- 
mately the same as comparable 
hectograph products. 
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BY MARION NOYES 





““who’s ealling. 


HE DEAN OF ANNOUNCERS was coaching the 
chosen few, very few, who were to be given a 
chance at network radio. “And now,” he told them, “the 
most important trade secret of all: Remember to smile! 
‘When you get in front of that mike, smile. Your 
radio listeners will hear that smile. The TV audience 
could see it, but the radio listeners will know whether 
vou do or not, just as surely and just as quickly. Try 
the same sentence, first frozen face, and then with a 
genuine smile.” 

Try it vourself, Sally Secretary. Hear the difference? 
\ smile when you pick up the phone will be heard 
with your very first word. 

But there are days when it’s not easy to remember to 
smile when you answer the phone, days when you're 
running a race with the clock, trying to finish typing a 
report for a meeting as the deadline ominously ap- 
proaches, or when it’s five minutes before your lunch- 
eon date, or, most especially, when you're already in a 
rumpled-hair mood because your boss is having one 
of his Black Days. 

The phone rings. and today its jangle sounds harsh. 
How you'd love to pick it up and yell impatiently, 
“Well. what is it now!” But you don’t. You remember 
that this is the time to speak more slowly. more softly, 
because, if you let go—oops! Easy does it! You take a 
deep breath and remember that for this one moment 
at least your voice is going to be your company, your 
office, and vour boss. After all, it may be a Very 
Important Person, or it may be that Special Someone 
calling you (or a potential Someone Special). It 
may even be the boss’s wife! 

So you smile as you pick up the phone—and then 
vou hear Big Tinsel. trying to sound like Big Brass. 
He doesn't stop to identify himself, but issues a de- 
mand, not a question, “Is Mr. Jones there!” 

You know Tinsel—not who he is, but for what he 
is; and you parry with, “Who’s calling, please?” in 
your most ladylike manner. 

When grudgingly, from one corner of his mouth, he 
mumbles his name unintelligibly, you know that if you 
attempt to put the call through, your boss will only 
come back with, “I’m not in!” So, still remembering to 
smile for the sake of your voice, you realize Tinsel 
has to be “handled.” As a subtle explanation to a diffi- 
cult person of why you have asked for his name before 
revealing whether or not your boss is in, you use his 
name when you reply, “I’m sorry, Mr. Tinsel, but 
Mr. Jones is in conference and I can’t disturb him. 
May I take a message, or,’"—and you try to brighten 
your voice as encouragement for Tinsel—“May | 
help you?” 


99 


please?’’ 

















Illustrated by ERNIE BARTH 
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“IT want to talk to Jones,” he says, ignoring your 
offer. “When do you think he'll be free?” 

This is the time to be firm, to discourage Tinsel! 
with courtesy, if at all possible. The better the tech- 
nique you have developed, the more your boss will 
brag about you. “I really can’t say when the con- 
ference will be over,” you say sympathetically. “From 
all the signs, it looks like a long one. And I know 
Mr. Jones has appointments all afternoon.” You pause 
long enough for this discouraging news to sink in, 
but only for a second and not long enough for Tinsel 
to bluster. Then you add, lifting your voice, “Is there 
anything I can do to help?” 

If you have been successful and Tinsel isn’t too stub- 
born, he should break down at this point and spill his 
story. Many times youll be able to take care of any- 
thing Tinsel will want, and then you will put in 
writing a brief record of the call and how you handled 
it. If your boss doesn't verbally pat you on the back, 
he will mentally. 

If you are unable to help Tinsel, you'll get all the 
facts and then assure him that you'll try to get to 
your boss as soon as possible, at least long enough 
to deliver the message and, if he is still “tied up, 
you yourself will call him back with an answer. Tin- 
sel will feel that he has been treated as Big Brass 
should be treated, and you'll think you've met his chal- 
lenge successfully. In this case, too, you'll make a writ- 
ten record for your boss, and you'll attach to your 
phone memo any papers from the files identifying Tin- 
sel, or other data that will be useful to your boss 
in connection with the call. 

Don't make the fatal mistake of being afraid to 
ask Tinsel—despite all his blustering—to spell his 
name, or to ask for his first name if his last one isn't 
enough to tell you who he is. Your cheeks would 
grow pink should your boss ask, “I know no one 
named Peterkins. Are you sure it wasn't Perkins of 
Consolidated Enterprises?” 


\ WORD ABOUT THE PHONE MESSAGE you give your boss. 
Put the date on it. Why? Because if your boss is 
really so busy that he tucks it into a pile of un- 
finished work, he won't have to ask whether it was 
this morning or yesterday that the call came in. Be- 
lieve it or not, at the end of a long day, morning is 
so far away that it’s sometimes hard to remember 
which morning it was! 

Next, jot down the time you took the call. It is 
more important than you might think to check back to 
the time a particular call came through. Always in- 
clude Tinsel’s full name and phone number, and sign 
your initials at the bottom. (Doesn’t someone else 
answer your phone when youre at lunch, or off to 
pat powder on your nose?) Make your message con- 
cise, but not so brief that it isn’t clear. Don't be 
wordy, but omit none of the important facts. Indi- 
cate whether Tinsel will call back, whether he wants 
Mr. Jones to call him, or whether you have taken care 
of it so that no further action is expected. 
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The phone rings again. This time, in response to 
vour query as to who’s calling, there is no mumbling. 
You hear a dramatic entrance and know that Actor is 
on the phone. 

“This is Mr. Actor!” There is a significant 
pause while Actor waits for you to dimple, “Oh, yes, 
Mr. Actor!” You know he wants you to sound im- 
pressed, and perversely (if you're tired enough) you 
want to put into your voice the sound of I-talk-to- 
Bigwigs every day. But you bite your tongue, smile 
again, and manage to sound just impressed enough to 
satisfy him—and not enough to hate yourself. 

“Oh, yes, Mr. Actor!” And knowing that Mr. Jones 
will shoot you if you let this one through, you quickly 
add, “I’m sorry, but Mr. Jones has someone with him, 
and I have strict orders not to interrupt the inter- 
view. I'll speak to Mr. Jones the second he’s free, 
but meanwhile may I help you?” 

Usually that is flattery enough for Actor, for he 
has found an appreciative audience, so he thinks. He 
will strike a pose, even though he’s at the phone, 
and go into so much detail that youll have to keep 
your ears in tune for the important facts and discard 
all the theatrical elaboration. Ah well, Actor is harm- 
less, and you don't have to grit your teeth quite so 
hard as when Tinsel calls. 


BuT HOW ABOUT MISS SOPHISTICATE, Who knows your 
boss is happily married but thinks he’d be fun just the 
same? Your boss knows you well enough to have al- 
ready dropped a few hints about Sophisticate. He isn't 
ready to tell her off himself—being slightly flattered, 
in a way—so drops her into your lap, telling you he 
will never be in when she calls. This can well be the 
most frustrating call of all. If Sophisticate runs true 
to form, her voice will have plenty of sarcasm when 
you have told her your boss isn’t in and she asks, 
in icy tones that indicate she knows you wear thick 
glasses and no lipstick, whether you told him she 
called yesterday. Cross your fingers, and matching 
Sophistication with sophistication in your voice, ex- 
claim, “Oh, surely, Miss S., I gave him your message 
as soon as he returned late yesterday.” Better not 
be tempted to add, “I’m sorry he hasn’t had a chance 
to call you.” If you do, you'll have her on your neck 
a lot longer than if you just stick to flat answers 
that don’t sound impolite, but are firm. 

“Will you ask him to call me as soon as he comes 
in? It’s very important,” you hear. 

“Yes, indeed, Miss S.,” you reply with dignity and 
offer no more. At least she doesn't hold you up long. 

The next one does. She’s the Chatterer. By the 
end of her first sentence, you have sized her up. 
Within the first ten words, she has told you what she 
wants; but, with an amazing capacity for long breaths, 
she’s off. It’s easy to recognize her. She just re- 
peats the same short theme, with variations, harmonic 
and contrapuntal. As soon as you're sure it’s Chat- 
terer calling, you can dare to do the checking of 


papers always around your (Continued on page 55) 
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COUNT THE SYLLABLES 


How many syllables has each of these words? 
Where would you divide each at end of a line? 


[ l. athlete 
| 2 by, a) | i 2. caramel 


grievous 


oo 


4. umbrella 


Can be Teasers 5. film 
6. every 


7. drowned 


BY E. LILLIAN HUTCHINSON 


8. idea 
j 9. learned (adj.) 
| 10. temperature 





ADDING -ED HYPHENS WANTED 


How are these words spelled when ed is added Insert hyphens where needed in the following 
to each of them? phrases. 
1. transfer 1. A 2 ounce bottle 
2. plan 2. reddish brown hair 
3. benefit 3. an out of date report 
4. specify 4. a six year old boy 
5. interrupt 5. the North American Continent 
6. believe 6. a beautifully drawn sketch 
7. ship 7. an ad that is up to the minute 
8. remit 8. a so called actor 
j 9. occur 9. a low priced gown 
10. difter 10. a pan holding 3 pints 





ONE WRONG LETTER APOSTROPHE PROBLEMS 


The following sentences contain words mis- Look over the following sentences carefully and 
spelled because one letter was (a) omitted, (b) then see how many incorrectly used or omitted 


apostrophes you can spot. 
inserted, or (c) used in place of another. I ps 


1. That would be a great accomodation to me. 1. We plan a sale of misse’s coats on Monday. 
2. The work progressed without let or hinderance. 2. The old warehouse closed it’s doors for good 
3. We were assigned the nineth lesson for study. 3. Do’nt leave the windows open when you leave. 
} 4. Febuary 22 falls on Sunday next year. 4. We require a two week's notice on such orders, 
5. You can depend on his exercising good judgement. 5. Its not likely to be fair tomorrow. 
6. What an akward situation this is! 6. There are five Ph.D.s on our faculty. 
‘ 7. He was ignorent of the facts in this case. 7. I left the message with Mr. Burn’s secretary. 
8. An immeasureable expanse lay before them. 8. That is somebody's else responsibility. 
9. Please make a seperate paragraph of this. 9. Please pick up my order at the grocers 
10. The cabin is not easily accessable from here. 10. Who'se brief case is this? 


(Key to teasers on page 53) 
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Family Shopping Terms in GREGG SIMPLIFIED 


e AT THE BAKERY 


chocolate cream pie , 6 


raisin poundcake <= Lay 


whole wheat bread <__— - G- 


AT THE BUTCHER'S 
Conadion bacon pu. e a 


corned beef ed 
1 Ib. hamburger Pade. 
de 
picnic ham a cr 
pork chops an 


sirloin steck ,@~_-<# Jo 
veal cutlet - — 


AT THE CANDY STORE . 


Good Housekeeping —— > A 


L@ 


pt. vanilla ice cream CLA. iam 


Saturday Evening Post 
ALE 


AT THE DEPARTMENT STORE 


alarm clock @_O — 7 e 


alligator wallet C_ .— 2x X_e 
Argyle socks Q.——“2__ 3 


bath towels, f Ol_-r 
\ 


bedroom slippers 


oo” 
Cy 
bow tie lo 
canister sel Or x 
drapery material .- LG —_— 
dress pattern) “ef 
folding umbrella 2 _/* 2 
handkerchiefs —~ le p 
hosiery &, ’ 
ironing-board cover (2———" 
kitchen linoleum 6 oF 
organdy curtains a ad 
percale sheets + F ad 
pigskin gloves 
fy ae 
pillowcases ¢. 
> 
plastic rain boots C r= at 


polka-dotted scarf a A +> 
red leather belt ~~ 0” a 


rhinestone pin We z<- £ 
scatter rugs 4x" — > 73 


shoulder bag ios 
shower cap Ge Fe 
skirt and blouse = ah - 


television set 


tiepin and cuff links ipa 


washcloths 


AT THE DRUGSTORE 
absorbent cotton 


.. gl 
adhesive tape tat 


ofter- shave lotion 


28 
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bath sponge g 
bobby pins , 4 al 
chlorophyll toothpaste  ~__ . q 2 
cleansing tissues —~_4z t 
cosmetic kit 

te tes L, 


bath salts Jy <r 


deodorant 4. tae 
dusting powder ~ pr 


gore —2 
hairbrush @, 


7 
hand cream “~_~—2a— 


: 2 P- 
home permanent <— (_— x 
iodine & 

mercurochrome ~——@-—~~¥~ < — 


metal curlers Sf tt 
” = 
mouthwash ra) y 


nail polish © Goomg 


perfume atomizer i } 
pick up snapshots A ches 
Ss 


polish remover 


prescription Cv 


razor blades Te oe 


rubbing alcohol, O eC 
shampoo € A a 


shaving brush G 


shaving cream - g a 


s 
stick cologne JZ -e< 
“> 


— 
talcum powder *< Pa 


3 rolls 127 film 9 ce vr 277 — 
toothbrush ‘fA 


q 
AT THE FIVE AND TEN 
address book Oo be 


ball-point refill Kv 


birthday card for oie a @ 


black weave. 


blocks for Junior Sk 


blue lamp shade C 2. 7d 
cellophane tape a 
= 


curtain rods 


7 
double boiler 4 eo 


emery boards o—~+# f 
flowerpot Cm 
ea 


furniture polish ak, 
1 


green desk blotter - 


ivy plant a? 
jigsaw puzzle /3& 


Measuring cup ——. 
measuring tape —£, & 


mechanical pencil —wo-, eS <. 
neutral shoe polish .~~—- 4, 


9-inch zipper 7, - 


paper cups lam » 


picnic forks ana spoons, 25  & 


place mats C2 os S 


plastic book cover ¢ 


wh 


seam binding — 


shower wrapping paper , fh 
6 gray pearl buttons6 —29 °C 


60-watt bulb ¢@=7z- 
skirt hangers 4~_~ ar 


spool white thread x 


stationery Xo oo 


water pitcher ~ it od 


AT THE HARDWARE STORE 


flashlight a a + 
to on tl 
a 


paint brush é 2 


gal. white enamel 


window shades by 


AT THE SUPERMARKET 
aluminum foil @ 4 ~~ a. 


box of strawberries 


butterscotch pudding 


celery salt € ~s6 42. 


clothespins ~~ 
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corn flakes -—-._— Cn 
cranberry sauce ~2, ¢ 
y 

dill pickles 7  — 

disinfectant ~~ < , 
x“ y ) 

dog food 4 

egg noodles a ~ 


fillet of cod ae Pe ~~ 
5 Ibs. potatoes x bor 


frankfurter rolls <2 


4 
frozen squash pA Jy ARKH 
’ é 


) 
fruit cocktail CC,» Pee 2 
graham crackers —7@Q- Se 


grapefruit juice Wyle b 
instant coffee —- > 

/ rf 
jelly doughnuts ¢ » er 


ketchup —9 
2 


c 
lobsters Ww —¥ 


“maple syrup Ss + _ € 


mayonnaise oo 

mustard — Fw 

1 doz. oranges /-2£ 7 
4 

1/2 Ib. Swiss cheese 2, 9 5 

1 Ib. margarine Y e 

onion soup . Aa 

pancake mix $-2> e 


paper etal ag r= 

pimento cheese oe J 
sandwich bags 7%, 
sauerkraut -A_ —~o” 
scallops Ze Tl 


skimmed milk 2, e 
— 
soap powder fr e 


— 


sour cream 


spaghetti I ¢ 

stuffed olives 4 r_ 

tea balls wl 

tuna fish 109 fe. 
2 cans tomato soup < 7 


2 quarts milk 2 a a ——_—— 


wax paper & la 


AND. 


books to library B°R 


chrysanthemums —~.———> 
commutation tickets 37 “aT 


deposit checks t 4 


skirt at cleaners 4~ ~ ~_*r 
shoes to shoemaker 

stop at jeweler's op 7 F se ae 

30 3cent stamps 30 37 i“ 


watch band Te 

















The casual charm of this wool-flannel jumper 
will make it a favorite for work or play. Designed 
by Edith Linn, it features a fashionable cowl 
neckline to set off all your shirts and blouses. 
Pretty, too, worn bare-armed after five. Sizes 9 

to 15. About $13. At Hutzler Brothers, Baltimore; 
Kline's, Cincinnati; Stix Baer & Fuller, 


St. Louis; and Foley's, Houston. 
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Standouts for September — . 








Well worth taking notes on is this attractive suit 

dress by Helen Whiting. The fabric is a wonderful 
on-into-winter petti-point cotton, perfect for Indian 
summer. And the smart fashion details—the pretty 
stand-away collar. buttonhole trim, back vent interest 

in the jacket—will catch compliments from every angle. 
In navy, black, brown. Sizes 7 to 15. $19.95, At 


Russeks, New York; Woodward & Lothrop, Washington: 


J. Goldsmith & Sons. Memphis: Carson Pirie Scott, 
Chicago; and Bullock's. Los Angeles. 


The new fall fashions take on a special 
smartness when the first tang of autumn is 
in the air. This season’s crop seems more 
stvlishly tailored, more wearable, more 
intriguing than ever. Here are a few 
career-minded outfits designed to make you a 


standout for September—and all winter long. 


Favorite in tweed—a luscious all-wool skirt and 

sleeveless jacket in nubby tweed. matched to a jersey 

blouse for a business costume that knows no season. Designed 
by Jo Collins. the suit is available in these exciting colors: 
palm leaf. rose. or blackboard, with either white or 

matching wool-jersey blouse. Sizes 9 to 15. About $30 

for all three pieces. At Kaufmann’s. Pittsburgh: 

H & S Pogue. Cincinnati; George Innes Co.. Wichita: 

Stix Baer & Fuller. St. Louis; Bullock's. Los Angeles. 





, Speer 4 
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Look your efficient best in this Tailored Junior fashion 
an empire-waisted dress that adapts itself equally well to 
nine-to-five and to later goings-on. Styled with a 
neckline that invites accessories and a bodice whose empire 
line dips to bloused gathers in the back. In Stehli’s 
shimmering blend of silk and Coloray rayon. Subtle, smokey 
shades of blue, gray, brown. Sizes 9 to 15. About $19.95 
at Harvey's, Nashville; Rich's, Atlanta; Charles A. Stevens, 
Chicago; Sakowitz Brothers. Houston; Bullock’s, Pasadena. 





With the career girl's problems in mind, Gay Gibson 
designed this smartly striped dress. It’s a 
comfortable style with a businesslike air and a 
wonderful fabric that lets you forget cleaning bills. 
The fabric is Alamac’s washable Thalspun Orlon 

and wool jersey. In black and gray, brown and beige ; 
sizes 9 to 15. About $25 at John Wanamaker's. 

New York and Philadelphia; Julius Garfinckel's. 
Washington; L. S. Ayers. Indianapolis. 


Too warm for wool? Then look smart in this lightweight 
rayon and acetate suit by Lampl. It has the sharp tailoring 
of heavier suits, and sports velvet trim for a fall look. 

Sizes 10 to 20. In lavender, black, brown, teal, wine. About 
$18 at Abraham & Straus, Brooklyn; Higbee Co., Cleveland; 
Wm. H. Block Co., Indianapolis; Smith-Bridgman, Flint. 
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OU SIT THERE at your desk and sneeze and 
snifle and sneeze and sniffle. You begin to feel 
pretty miserable and, when you take a few minutes 
off to comb your hair, you realize you look miserable, 
too. The worse you look the worse you feel, and the 
worse you feel the worse you look. It’s a vicious cycle. 
The simplest way to look more attractive is, of 
course, to try to stop that sneezing and wheezing as 
soon as possible. While the immortal sages proclaim 
that the best thing for a cold is a Kleenex, there are 
many new pills, potions, and inhalers that do a mar- 
velous job of relieving some of the worst symptoms of 
a cold. 

But if you're past the early sneezing stages or have 
hay fever that brings you recurring misery, you might 
try a few beauty tricks to help disguise your wretched 
condition. The most obvious sign of a cold is usually a 
sore, red nose. Whenever you have a few moments 
privacy, slather a generous amount of your favorite 
night cream or a good lubricating cream on the irri- 
tated area. Of course, you can’t sit at your desk all 
greasy and shiny, but even at work you can apply a 
bit of he -d cream or hand lotion now and then. These 
products will soak in quickly and will seothe your 
poor, tender nose. 

Make-up can do much to help simulate your normal 
healthy glow, but it is wise to use cosmetics that will 
hold up under the abuse of nose blowing and eye 
wiping. Start with a good foundation. Many of the 
tinted liquid foundations are sufficiently waterproof 
to withstand an occasional deluge of tears. Apply your 
foundation evenly and sparingly—just enough to hide 
the pallid tones of your complexion. Bring the founda- 
tion well up over the bridge of your nose, avoiding 
the tip if it is extremely sensitive. Creating a deeper 
color area around your nose will help counteract the 
bulls-eye look of a red nose centered in a white face. 
If you use rouge, you will find that the liquid varieties 
will probably be more permanent and less likely to 
give way to little white rivulets when the tears come 
streaming down. Blend your rouge well and keep it 
high on the cheekbones, more to the outer portions of 
the face. Now a light dusting of rosy-shaded powder 
—pressed rather than patted onto your face—and you'll 
look much healthier. 


Lipstick is sometimes a bit of a problem when you 
have the sniffles. If every time you blow your nose 
your lipstick smears, invest in a good indelible lip- 
stick. While a cold is at its worst, a soft, lighter shade 
will probably be more flattering to your pale com- 
plexion than a very bright shade or a dark wine red. 
Follow the specific directions carefully in applying 
the lipstick. Most manufacturers advise that indelible 
lipstick be allowed to set for several minutes and then 
the lips blotted with a tissue until practically no color 
comes off. This leaves a smooth color stain on your lips 
with no smeary waxes that can smudge. Another sug- 
gestion for protecting your lipstick is to apply one of 
the smear-preventing liquids that can be brushed on 
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PRETTY 


over any regular lipstick. These provide a smooth, 
colorless coating over your lipstick that protects it 
from smearing or wiping off on hankies and tissues. 
You can relax in the knowledge that your pretty 
mouth will stay neatly in place. 

If a big event is in the offing—colds, unfortunately, 
are no respectors of previous engagements—perhaps 
you want to wear eye make-up. Be sure, then, to use 
a waterproof brand and to apply it sparingly. Perhaps 
just a bit of eyebrow pencil will suffice. 


AND HOW’s YOUR HAIR? Colds often have a_ rather 
nasty way of attacking on the very day you've set 
aside for a shampoo. It’s better not to wash your hair 
for a day or two, but you can remove some of the oil 
and dirt by rubbing strands of hair with cologne- 
soaked wads of cotton. This will perfume your tresses 
to counteract the “sour” smell hair often acquires 
around shampoo time. There are also several products 
—in both liquid and powder form—that can be pur- 
chased to do a quick cleaning job. The secret of suc- 
cess with the powder varieties is to brush’ your hair 
thoroughly afterwards to make sure that all the pow- 
der is removed. 

One of the best morale boosters for “off” days such 
as these is to wear something new—if you're lucky 
enough—or at least a favorite outfit. You'll appreciate 
all the extra zip it gives, and you won't feel half so bad 
when you know your flattering outfit is catching far 
more notice than your slightly red nose. If possible. 
wear something in a soft pastel color rather than a 
black dress or a red blouse. You'll find that a lighter 
shade will play down your pallor and will be kinder 
to your eoloring at a time like this. Add your smartest 
jewelry touches, and youre all set. 

Sneezes aml sniffles are bound to catch up with you 
sometime, but you can still look pretty if you work at 
it a bit. The best beauty treatment for a cold is, of 
course, not to get one. While you’re doing your beauty 
repair work, plan to squeeze in a little extra sleep and 
healthy living so that next time colds come around, 
youll be able to give them the glad go-by. 
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DESPITE THE SNIFFLES 


BY HELEN WHITCOMB 
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Your Cun 
LINEN 
TROUSSEAU | 
for as little as J 


>= 2 00 


a week! 






















Our easy club plan 
helps you acquire a 
complete set of luxurious 
linens, all color coordinated 
and custom monogrammed to 
your order! You'll choose from the 

finest quality, top brand merchandise: 


Silky Smooth PEPPERELL PERCALE Bed Linen ; 

Soft, Warm, All Wool NORTH STAR Blankets 

Thirsty CALLAWAY Terry Bath Ensembles 

Luxurious IMPORTED Table Linens 
AND LOTS MORE. 


There are no payment ‘deadlines’ to 
worry about, no financing charges of 
any kind. Our tremendous purchasing , 
power actually saves you money! 


Find ovt now how the 
Linen Trousseau Club can 
help you own the linens 
you've dreamed of... 
write for our free illus- 
trated booklet, and 
news of special free 
gifts to members! 








Mason de Hinge Dept T-9 
405 Greenwich Ave., Greenwich, Conn. 
(1) Please tell me how | con stort my ] 
monogrammed Linen Trousseou for 
os little os $3.00 o week on the | 
club budget plon. 

LJ! enclose $3 os first weekly payment. | 


Name 

Address 

City Zone..... State | 
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Ya GOES . 











IT’S SO SMART to wear YOUR ZODIAC 
Distinctive jewelry fashioned in solid copper by master 
raftsmen. Smart for yourself, and make the cleverest 
birthday gifts ever! Wear a set and give a set 

Available in Cuff Links, Earrings, and Adjustable 
Ring, individually or in sets. Send only $1.50 for each 
item (ppd., tax incl.), Please enclose exact birth date 


no (OLD 


Send for free illustrated catalog 


ROSLYN HOFFMAN, 656 Broadway TD-9, New York 12 














WHaTis your |. Q.”? 


Now you need travel no farther than your mail 
box to take an excellent general intelligence test 
for adults. Send only $2.00 service fee to: 
University Test Bureau, Desk D, 
Box 401, Palo Alto, California 
Test, with complete instructions for taking it in 
the privacy and convenience of your own home, 
will be sent postpaid. No further charge for 
analysis and confidential report of your index 
of Adult Intelligence, with clear explanation of 
its meaning and of the “1.Q.” 








GET AHEAD FASTER! 


Increase your salary, gain promotions and pres- 
tige. QUALIFY for executive opportunities with 
College Equivalency Certification in Business 
Administration, Business Law, Personnel Man- 
agement, Advertising English, Liberal Arts, 
etc. Diplomas granted. Honored by businessmen 
Comprehensive ninations based on your on- 
the-job experie administered in your local- 
usually unnecessary. Free 





ity ’ 
details. Write today 
CRAMWELL INSTITUTE 
Educationai Testing System 
Dept. S-7 Adams, Mass. 











Pretty Go-Togethers. Perennially 
popular and perennially pretty are 
flannel skirts teamed with wool jer- 
sev blouses in matching or blending 
fall colors. Smart duo pictured here 
has a 100 per cent wool flannel skirt 
with unpressed pleats and two slit 
pocke ts. In dark charcoal grav, oxford 
brown, camel. Sizes 10 to 16. $12.95. 
Jersey blouse has perky collar with 
rib-knit trim at V neck. In black. tan- 


 *& 





gerine, Or gold. Sizes 10 to 16. $9.95. 
Calfskin contour belt with broad buck- 
le: black, brown, charcoal, navy (sizes 
22 to 28), $6.95. May be ordered 
separately. Add 35 cents for postage. 
Send check or money order to The 
Country Shop, Dept. 10, 68 Main 
Street, Southampton, New York. 


Floating Pearls. There's nothing as 
pretty as lustrous pearls, especially 
when you have tiny seed pearls float- 
ing in a lovely glass “bubble.” With 
each movement of your arm they 
gracefully shift position, gleaming 
most attractively. Can be obtained 





with white, pink, blue, gold, or multi- 
color pearls. Bracelet is smart twisted 
rope design; $2 including tax and post- 
age. Order from Aimée Lee, Room 
906, 545 Fifth Avenue, New York. 
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Taking a Leaf from Nature. And a 
pretty one it is!) The version here is 
a lovely maple leaf skillfully dupli- 
cated in antiqued copper. These hand 
wrought leaf pins come in graduated 
sizes, from 24% to 1s inches; the price 
for the set of three is only $2, includ- 





ing tax and postage. Order from Ros- 
lvn Hothman, 656 Broadway, New 
York 12. Youll find their graceful de- 


sign and warm color so right for fall. 


Cap Catcher—bottle caps, that is. 
This improved metal bottle opener has 
its own smart case to catch and hold 
50 caps, lifts off to empty. Opener at- 





taches to wall or cabinet. Great for 
playrooms, kitchen, or patio—evel 
handy for the office. In white or red. 
$1.75, postpaid. Perks Gifts, Dept. 37, 
226 Murdock Road, Baltimore 12 


Coffee Lovers’ Delight. Pertect tor 
coffee enthusiasts who want a fresh 
cup of coffee without the waste and 
bother of brewing a whole pot. You'll 
want one for the office, one for home. 
This clever coffee maker fits anv cup, 
prepares fragrant, fresh coffee without 
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SHOPPING 





a lot of fuss. Put any grind cottee in 
the top and add hot water. Server is 
made of lightweight aluminum, brews 
a single cup in less than a minute. $1] 
postpaid (no C.O.D.’s). Order from 
Ivan A. Van Veen Co., Dept. TS 
§5-22 150th Street, Jamaica 35, N.Y. 
Also available in gleaming copper with 
brass handles for $2.98. 


Happy Hobby. Gay pillow person- 
alities you can stitch up yourself to 
bring a delightful touch of humor to 
vour decor. “Mardi Gra” (left) comes 
in vivid turquoise or jade felt with 
black, white and red face. “Smilev™ 


center in 


white felt has red and 









black features, red yarn hair. “Sambo” 
right) comes in black with white and 
red features, black button eves and a 
pall of 


gold-color ear hoops. All in 
sturdy cotton felt. Each do-it-vourselt 
kit contains a 12-inch pillow, trim- 
Only $3.50 
Beverly Baker, 
Tuckahoe, N.Y. 


mings and_ instructions. 
each — kit, postpaid. 
Dept. 14, Box 427, 


Tole Wear on the Cuff. These pretty 
Colonial tole-wear cuff links—the kind 
vous grandmother painted and wore in 
her hevday—can brighten up your new 
fall shirts. About 1L4-inch diameter. 
Delicately hand decorated. Only $2.20 
including tax and And, if 


postage. 





youre the clever soul who'd like to 
paint your own, you can buy plain cufl 
links for a mere 85 cents a pair—all 
Primed and sprayed, ready to decorate. 
Easy-to-follow directions and patterns 
inchided. Order from Crafts Mfg. Co., 
Dept. TS-1, Lunenburg, Mass. 











Senior Top Hat 
and Junior Top Hat 


Exquisite Lauhala Bags from Hawaii, Each bag 
has Khoa Wood lid with Macadamia Nut cluster 


and braided leather handle Hand-screened 
cotton lining The meticulous craftsmanship 
will appeal to the most discriminating. Senior, 
6” high. 3” across, S85. Junior, 3'.” high, 
314” across, $3.50. Both for $8.25 3% sales 


tax in California. We import trom the Pacific 
Area and Hawaii. Free price list on request 
HAWAIIAN HANDICRAFTS 


352 Village Lane Los Gatos, Calif. 
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New Beauty For Your Legs 
and underarms. This A.C. razor keeps 
you neat and dainty with dry-shav- 
ing comfort. In ivory 
color with pigskin 
grain leatherette case 
$3.95 postpaid. 
SYDDOR'S P.O. Box 81-T 
Fresh Meadows Flushing 65 N.Y. 

















Kissin’ Bridge Pin & Earrings 

The old fashioned Kissin Bridae in miniature. 
Reminder of the aood | Jays 
coupie took 


‘ when a 
mantic walks, with perhaps a 


stop in th protection of the Kissin’ Bridge 
Pin is 2” wide. Earrings diameter. Made 

of the finest pewter, heavily plated in antique 

silver. Sent postpaid. Tax included in price 


Handsomely gift boxed. Satisfaction quaran- 
teed. Send check or money order 


PIN $1.65—EARRINGS $1.65—SET $3.30 
Ask for free folder of other unique and unusual 
jewelry. 


CRAFTS * STUDIO TS9 * LUNENBURG, MASS. 





Keeps Typewriter 
' Platforms Firm 


Makes typing easier, faster, less noisy. 
Improves touch, checks skipping or 
piling. Easy to use, goes up or down 
in a jiffy. Won’t snag nylons, You'll 
wonder how you did without 
it. Ask your office supply 
hy, dealer, or write direct. 
















ac-a-desk 


THE 
ORIGINAL * 

DESK 
STABILIZER 





GONCO MFG. CO. 


1259 So. La Brea 
COMPLETE 








FOR REAL JOB SECURITY— 
GET AN I.C.S. DIPLOMA! 


You tudy 








i w Nit need in 
your spare time. at vour own pace. No 
nterference with work « social life 

| C § 1.C.S. is the oldest a school 
. . e 277 courses. Busines trial, en 
gineering. acadcm'« ) One 
r you. Direc Bedrock 
acts and theor i ippli- 
catior Complete and answer 
service No crim £ Diploma to 
graduate Write for 3 free books 
How to Succeed gold mine plus Ca- 
reer Catalog plus free sample lesson 


Mention field of training desired.) 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 2808-C, Scranton °, Penna. 
WRITE TODAY. 


& « ‘ Is this your # " 
a “ rir 
(a Va <7 V4 é 
A Dae 
F v 
2 oz. BEAUTY BALM 
up to $2 in stores, only 10'/2¢ to make! 











shows 
you how 


Secrets’ of hair. fac 





shoulders, arn 
and hand care! Als se ‘ ormula easy -te 
make-at-home hea cipes. SAVE! Send $1 for In 


«truction Manual. Ster uw. De vat Neck N.Y 
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LADIES: SHEETS, 
TOWELS, MIXERS, 

' STEAM IRONS, etc. 
GIVEN TO YOU FREE! 


Charm House brings new lux- | 
ury te your home WITHOUT 
SPENDING A PENNY. Simply 
show your friends how to 
get nationally advertised 
merchandise and FREE 
premiums. it's easy and 
lets of fun. As secretary 
you get $50 — $150 and 
more in gifts of America’s 
most fameus products. 
DON'T DELAY, ACT TODAY! FREE CATALOG 
Mail a card fer complete details to 

CHARM HOUSE CLUBS PLAN, NEW HYDE PARK 53, WH. Y. 
























Here's What You DON’T Learn in School! 


Yes, here wt os, girls: 1954's 101 Othece Short 
Cuts the most rollicking, comprehensive rea 

ing eve ompiled tor the modern secretary 
Cleverly illustrated by secretury-autho: Magi Max 
well, the book ts studded with wondrous ideas 
gleaned from a long career in New York adver- 
tisine, general office, and newspaper tields. 98c. 
Real New Books. Box 1432-T GPO N VY tw Y¥ 
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t Olt Can OWN... 


b a complete set of 
exquisite, color-matched, 
monogrammed 


HOPE CHEST LINENS 


Glitter Cloth. Your favorite jewelry 
need no longer be neglected because 
it has become dull and _ tarnished. 
From England comes Trinket-Shine, a 
jewelry polishing cloth, impregnated 
with chemicals designed to brighten 
and preserve the finish on inexpensive 








Join the 
LINEN HOPE CHEST CLUB 


Be you Happy Bride, En- 
gaged Gal or Fond Mother— 
you'll adore our complete, 
personalized linen set that 
includes thirsty, mono- 
grammed Martex towels; 
comfy, monogrammed, Can- 
! non percale sheets and pil- 
low cases, plus fine imported 
‘Irish dining room and kit- 
~’ chen linens . . . for as little 
> as $3.00 a week! 

Don’t waste a minute 
learn how you can get this 
gorgeous assortment for your 
very own. Send the coupon 
for our FREE illustrated 
brochure. 


THE LINEN HOPE CHEST CLUB 


207A W. Chestnut St., 
Lancoster 2, Pa. 





[] Please send details on how |! can start my 
LINEN HOPE CHEST for as little as $3.00 a 
week on your money-saving club plan. 

[) Enclosed is $3.00 as my first weekly payment. 
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Miniature Roses 

in delicate, hand-carved ivory 
From Munchen, Germany—a touch of old- 
world charm that any girl will be proud 
to possess. The only thing that can do them 
justice is the 10-day approval. 


one-inch pendant and chain $3.98 
7/g-inch earrings $4.98 
three-piece set $8.50 


Prices include Federal Excise Tax and postage. 
Ohio residents include 3% sales tax. Send check 
or money order, no C.O.D., please. 

House of Bodamer 
Dept. S, 301 S. Columbus St., Lancaster, Ohio 





MAHLER’S, INC, 


costume jewelry. Package of five cloths 
costs $1, postpaid, and each cloth can 
be used over and over again. Order 
from Miles Imports, Dept. 4, Irving- 


ton-on-Hudson, New York. 


Mexican Elegance. If you've always 
had a yen to own a hand-tooled leath- 
er purse, you ll appreciate the value in 
this smart box bag. Hand tooled in 
Mexico by native craftsmen, it is deco- 
rated with attractive floral design. 
Fully lined, with built-in mirror and 
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por kets for 
Hs by 


Angeles 12. 


Only by KILLING THE HAIR ROOT can you be sure 


UNWANTED HAIR is GONE FOREVER. Brings relief 
and social happiness. Do not use our method until 
you have read our instruction book carefully and 
learned to use the MAHLER METHOD safely ond 
efficiently. Used successfully over fifty years. 





Dept. 85-M PROVIDENCE 15, R. |. 


lipstick and tissues. Size 
inches. Colors: natural, sad- 
dle tan, cordovan wine, black, and 
medium green. Priced at only $4.95 
tax and postage included. (Sorry, no 
C.O.D.’s.) Order from Cal Craft Crea- 
tions, Dept. 1, 22 Olvera Street, Los 








MORE POWER TO YOU! MORE FUN TOO!! 
EXCITING NEW GAME ONLY $1 


Teaches science of life cycles in min 
utes -gives scientific facts about life 
eycles and destiny which may jolt you 
to sucee in business, love, health 
ete. Fun for you and your friends. All 
you need is the 64 page book ‘Cycle 
gram’” sent to you postpaid only $1 





Money back if not thrilled. Mrs. J.V 
of Venice, Calif. writes It fits to a 
T’’ everyone that we have figure cd out 
It is surely an amazing discovery 


CYCLEGRAM DISTRIBUTORS, 
Dept. T, Box 301 South Pasadena, Calif. 
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More Brilliant 


Than a Diamond 

And Looks Exactly 

Like a Diamond! 
Your friends will think 
you are wearing the most 
glerious diamond they 
have ever seen. Yes, the Kenya is a man-made 
gem, a miracle of modern science. Brilliant, 
one carat gem, unmounted, only $32. Also 
men’s or ladies’ superb rings, in all carat 
sizes. Write today or mail coupon for full 
story of the amazing Kenya Gem. 
KENYA GEM CORPORATION 

Dept.758 Philadelphia 44, Pa. 
= Send No Money! Mail this FREE og ogg 
| Kenya Gem Corp., Dept. 75% Philadelphia 44, Pa. 
Please send me, without obligation, the | 

| FREE Booklet illustrating the Kenya Gem | 
| rings. 
| Name____ 


Address : is 
i choses silent tassh iasaialpeai olebcalitcall State 


—— SS _——! 
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Fair Game. Cuff links are the 
rage this fall, and here’s a clever set to 
delight the girl (or man) who likes 
unusual cuff links. The _ tit-tat-to« 
games end a draw, but on your cuffs 





they're sure winners as conversation 
pieces. In gold or silver-finished metal. 
almost one-inch square. $1.95, tax and 
postage paid. Ru-Anne’s, Dept. TS, 
4353 Lovers Lane, Dallas 25, Texas. 
Beauty of a Belt. A so-so outfit be- 
comes a knockout when you add a 
good-looking belt. A handsome ex- 
ample, for instance, is shown below 
a smart leather belt personalized with 
your own monogram—ceither two o1 
three initials, as vou prefer. Designed 





of good quality leather in a comfort- 
able inch-and-a-half width. Colors: 
natural tan, black, cherry red—all with 
brass trimmings. Sizes 24 to 30. And 
the price is a kind-to-your-budget 
$2.99! Order from Vernon Specialties 
Company, Dept. 11, 156 Fourth Ave- 
nue, Mount Vernon, New York. 


Prize Plaid. This zipper clutch holds 
more than any five-by-seven purse 
fitted with 
pencil and ball-point pen, memo pad 


has a right to! It comes 


coin holder, mirror, and comb. In 
bright cotton plaid, trimmed and lined 





with red plastic, it has two pockets in- 
side and one outside—for your papers, 
make-up, and other essentials. Perfect 
for school, sports, and shopping. $1.95 
postpaid from Charmands, 4353 Lov- 
crs Lane, Dallas 25, Texas. 
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>"ATTERNEI ‘OR 1 '°S SECRETARY 
BP. ET N 4 a KF ¢ ODbpDAY s SE t 4 4 
4806—Everybody loves a princess-line dress because of the way it whittles down a 
waistline. We particularly like this simple-to-make version because of its button-on 
bib that makes it so versatile you will want to wear it often in many different 
disguises. Sizes 11 to 18; 35 cents. 
47 sheath dress with the smart tailoring that would do any career gil 
4794—-A sheath d th tl t tail g that ld d girl 
proud. Its a simple understatement of classic good taste. Particularly attrac- 
tive with a gay scarf tucked in one of the peg pockets. Sizes 12 to 20; 50 cents. 
And 


4796—The soft flare of the skirt makes this suit particularly new-looking. 
smart detailing. like braid trim and yoke pockets, will add to the illusion that your 
new suit certainly came from one of the finest shops. Sizes 11 to 18; 50 cents. 


Simplicity patterns are available at most variety and department stores. 
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How fast can you pore nd? You can probably spe ed thre ough this p — , Which is based on chapters One and Two of the Manual. This 
musta a1 oanned in whe ups of twenty “standard” words ach, so thi .t you can estimate va reading speed. Im 
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Here are the shorthand students of St. Ann’s Academy. Rawdon. Quebec. Canada 
OGA Contest 


BY FLORENCE 


RE YOU A MEMBER of the 
eB of Gregg Artists and the 
Order of Artistic Typists? You are 
missing a great deal of both pleas- 
ure and profit if vou are not. 

For sheer enjoyment, | can think 
of nothing more exciting and inter- 
esting to a writer of shorthand than 
taking the test for either Junior or 
senior membership in the Order 
of Gregg Artists and receiving the 
lovely Certificate. 
Membership in this, the world’s 
largest shorthand organization, has 
several advantages. Not least 
mong them are the pen pals that 
members usually acquire from all 
Over the world. It’s fun to write a 
letter in shorthand, and it’s even 
more fun to receive one! Besides 
this, membership in the OGA is an 
Incentive to practice for further 
Mmprovement in your shorthand 
hotes, and good notes help to make 


\Iembership 


ELAINE ULRICH, Director of Gre 
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third place winners in the 


Though we announced their winning in June. we mistakenly published another group s picture. 


Are You A Member 7? 


ge Awards 


you a good secretary To become al 
member of the Order of Gregg Art- 
ists. you will need a good stvle of 
shorthand—shorthand that is leg- 
ible enough to be read by any other 
writer of our system 

As a secretary, you know how 
important it is to be able to write 
shorthand legibly. When one must 
transcribe against a deadline or 
under pressure of much work, leg 
ible notes are a must. Your compe- 
tence in stenography is determined 
not alone by how rapidly you write 
shorthand, but also by how accu- 
rately and swiftly vou read your 
notes! Start right now to develop 
the stvle of shorthand that can al- 
ways be read speedily. 


HERE ARE A FEW FUNDAMENTALS in 
shorthand penmanship that will 
guide you while practicing for good 


stvle. To begin with. you must 


pre mber 1954 


learn to write shorthand fluently; 
but that will really prove easy if 
vou keep in mind that you have 
been writing it (unknowingly ) in 


every longhand word you ever 
penned. Just note how many short- 
hand characters you formed in writ- 
ing the longhand for the word 


Facility! 


7 Sf) 
. oo a vr 
) 2 ‘ t 


A - 7 5 a 
A é _ é 
A 


In this one word, I can see nine- 
teen different shorthand words and 
phrases They are: I can hat é. good, 
and, be, will, 
build. it, in, change, is, their, time 

You can see, therefore, that when 
you write longhand you are actually 
writing hundreds and thousands of 


shorthand characters. For this rea- 


you, of, ad, are, sir, 


son. there is no need for vou to 


feel that shorthand offers a pen- 
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manship problem. You can write it 
with the same confidence and free- 
dom of motion you use in writing 
longhand. 

The second fundamental is cor- 
rectness of form. Watch the slant, 
curve, size, proportion, and joining 
You will 
find it easier to join two or more 


of the strokes you write. 


characters if you make the individ- 
ial strokes correctly. 


Iv YoU ARE a typing enthusiast, you 
will wish to become a member of 
another of our organizations, this 
one devoted to the interests of good 
tvping. It is called the Order of 
Artistic 
ship, too, is international. If you are 


Typists, and its member- 


OGA 
JUNIOR 


This material is “loaded” with 
and with fluent blends. 
Practice this test as many times 


easy joining: 


as vou like, trying to get a 
light, smooth, fluent copy that shows 


your best shorthand penmanship. 


You may copy line for line ot 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine 

Your writing may earn you a 


Junior OG A certificate or pit 


OGA 
SENIOR 


This material includes just about 

every possible shorthand joining—it 
isa real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 

Emphasize good proportions, a uniform 
slant, and very smooth joinings. 
If you can qualify by penning a 
food copy of this material, 

you will get the 

Senior OGA certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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just a beginner, try the Junior OAT 
test first. Take as long as you need 
to practice these tests—six weeks, 
two months. longer if you are not 
satisfied that the specimen you turn 
out represents the very best work 
you can do. 

Note. however, that the copy in 
any one month’s issue is good only 
until the 20th of the next month. 
So, if you plan to submit the Sep- 
tember test (see the next page 
be sure to mail it in time to reach 
us by October 20. Strive for fluency 
and. skill on every typing assign- 
ment as well as in shorthand. 

You will be thrilled with the love- 
lv certificates and pins that vou can 
earn in typing. The awards still to 


be earned will be a constant chal- 
lenge to you as you progress. Set up 
goals for yourself for the next 
month or two. List the awards you 
will try to win in typing and short- 
hand during that period. With a 
little practice and hard work, | 
know you will reach them. Why not 
begin by taking the Junior OGA 
test as soon as you complete Chap- 
ter 7, and the Junior OAT test as 
soon as you have mastered the key- 
board? 


SEND TO THIS DEPARTMENT the best 
specimens you can produce. If you 
have practiced faithfully, your very 
first submission may qualify you for 
membership in one or both Orders! 
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To: The Office Staff 
Subject: A Pat on the back 


From: Personnel Department 
= 
Atat err 
In a, Copy of a secretarial magazine, thet—we—reeeivred 
afew-deys-age, we noted with great interest a brief edi- 
torial entitled "But Let's Come Close," a copy of which is 
attached. 


None cannot read this editorial without admitting that, 


basically, it is quite ac ate in its observations. I 
think, each of us Print agree that the editor is cor- 
rect 





The thing that comes to mind as one read e edi- 
torial, however, is wondering why the editor tne it 
necessary to publish such a statement 

True, it is possible that some readers of that magazine 
do need to be reminded cnee-in-e—white of the importance 
of growing on a job and trying to do one's very best work; 
but I sincerely believe, and I take great pride in this 
belief, that no member of our company ever strives for 
anything less than the best, the most perfect, of which he 
or she is capable. 


de Be Ee > 
JPK:urs 














BUT LET’S COME CLOSE 


No boss actually expects perfection from a worker, but 
he appreciates it when he finds that you expect something 
very close to perfection from yourself. To be on the safe 
side (meaning the side from which employees are selected 
for promotion), set your own standards of excellence a 
notch or two higher than his hopes of what you can accom- 
plish. As time goes on, he will feel that you should be 
capable of doing more and better work; anticipate this 
situation and raise your standards before he does. 


Writing and rewriting letters is costly in time, station- 
ery, and your employer’s blood pressure! Many stenogra- 
phers would be worth an immediate increase of ten per cent 
or more in pay if they trained themselves to do work right 
the first time. In the modern office, rewriting ranks as an 
expensive luxury to be tolerated only until the worker can 
be replaced or shifted to other duties. 


Let’s admit that our work cannot be perfect; but don’t 
allow this to keep you from attempting to attain the sort 


of perfection that is highly prized and well rewarded (!) in 
the business world. [218 standard words} 


_ 
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OAT 
SENIOR 


Senior candidates must 

submit this month's complete produc- 
tion project the corrected memo 
(from the rough draft alongside) and 
the enclosure to accompany it, 

which appears at the bottom of the 
page as the Junior test. 


Plain paper may be used for both 
parts of the project--memo paper for 
copying the rough draft if you 

prefer. You may practice the material 
until you have produced 

your very best work. 





ro GET YOUR AWARD 


Mail ,our work to the Greeg Awards 
Department (16th Fleer, 330 West 
12 Street. New York 36, New York), 
accompanied by the correct fee: 10 
cents for each certificate; 50) cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. © Septem- 
ber copy is good as membership tests 
for OAT. CT (page 44). and OGA 
awards until October 20, 1954. 











OAT 
JUNIOR 


To win an award, copies of 

this article must be (1) neat (type clean 
and clear) and well placed, (2) with- 
out strikeovers or typo- 

graphical errors, (3) uniformly 

indented throughout, (4) double spaced 
between paragraphs even in single- 
spaced material, and (5) correctly 
spelled and pune tuated. 


It may be retyped as often 


as you wish. Then send us the 
best specimen you type. 
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BY B. J. LATIMER 


Translating French 








was second nature 








to Kay. but not when 
she had a plane 


to catch! 





The Long, Long Letter 


| HAVE ALWAYS LIKED MY JOoB— §— . Co aan, ae at” F C.m # 
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SEPTEMBER COMPETENT TYPIST TEST 





lo compute speed note the number indicated at the end of the last line 


you 


copied completely and add 1 for each additional 5 strokes typed. To get 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 


ess 


— 





Words 


Practically any schoolbook you pick 
up will tell you that there are four sea- 
sons, called spring, summer, fall, and 
winter; but hardly ever do they give 
much consideration to the one that gets 
my vote as the very finest of all, and 
that one is Indian summer. Of course, 
it is the shortest season of the year that 
seldom lasts more than a week or two 
and sometimes only a few days. There- 
fore, books dealing with instruction 
would hardly be expected to give much 
attention to such a short period. 

It comes, for most of the country, 
after the first frost, when mild and sun- 
ny days follow one another. The days 
are warm, urging you to get out of 
doors; but the nights are cool, with just 
a hint of winter. There is no wind to 
buffet you; only one almost perfect day 
after another. 

Some people, especially poets, give 
all their praises to spring. It is a won- 
derful time, I will admit; but, coming 
as it does after winter, it does not otfer 
much more than promises. And some- 
times those promises are not very re- 
assuring when winter stages a return 
engagement every now and then and 
freezes the flowering shrubs and trees 
that made a good start but could hardly 
be expected to do much with such a 
handicap. Spring is also a time of great 
activity. Everything needs to be done at 
once;and nothing can be put off, for 
Nature works rapidly day and night. 
There are gardens to be planted and 
lawns to be mowed, and young animals 
to be cared for on the farms. There is 
no time for rest or for taking things 
easy. 

Summer continues the activity that 


294 
301 
303 
310 


Words 

spring has started, and all Nature 317 
pushes forward so fast with growth and 324 
development that one can notice great 332 
changes within a week’s time. The light 340 
and heat bring the crops to maturity 348 
one by one, and everyone must work 355 
hard to gather them into the barns. For _ 363 
city dwellers, it is the time for vaca- 370 
tions. Work is slack and warmth a bur- 378 
den, and thoughts turn easily to the 385 
mountains or to the seashore. 392 
But, when September comes, Nature 398 
changes her manner. All the drive and 406 
hurry are over, and the work of the 413 
year has almost been completed except 421 
for a few final details. Now one can see 429 
the great abundance that she has pro- 437 
vided in the gardens and in the or- 443 
chards. Then, too, autumn flowers 450 
brighten the countryside. Nature can 458 
be happy now; so, taking advantage of 466 
frost, she paints the leaves in gaudy 473 
colors and touches every weed and $480 
blade of grass with red and gold. And, 48s 
when the background has been proper- 495 
ly arranged, she brings back for one _ 502 
short appearance the days that remind _ 510 
one of summer—Indian summer. But 517 
gone are the violent thunderstorms and _ 525 
the gusty winds and the breath-taking 532 
heat. The days are shorter, but in every 541 
other way they are nearly perfect, the 59 
kind that everyone would order if given 557 
an opportunity to make a choice. 563 
But, beautiful as the season is, it is 571 
also a warning of things to come. And 579 
so the birds prepare to leave, and gar- 587 
deners put their flowers to bed. The 5% 
ducks and geese honk their way south. 602 
Reds and yellows quickly change to _ 609 
browns. The shortest season is over, 6li 
and only the memory of it remains. 623 


(If necessary. repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Dr. Adelaide Kauzer, of the State Teachers College in Emporia, Kans: 
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TRANSCRIBING 


SPEED 


PRACTICE 








PO yee RS 129 
Os be Sis stan @ 136 

; 145 
| Sai Ges 
or > — 6 f & aoe 
a ee oe 
Q Ya an Q2 7 182 
ae i pee 191 
¢ a a 
C—," Pe i ae oer 


154 


164 


‘ 2 sat A a,j 257 
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ded so that you can test and compare your speeds of typing from print and 
teria n the same way yo lo when typing “eh oe 
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DICTATES LYING DOWN 


(Continued from page 13) 





DURING THE AFTERNOON, Nancy is alone in the office 
and can really get down to the routine aspects of 
the job. The day’s letters are typed, telegrams sent, 
future appointments and commitments set up for her 
boss. But the afternoon, too, is punctuated with phone 
calls from all kinds of people on all manner of busi- 
ness—much of it business that would be carried out 
by letter in more conventional organizations, 

Then, besides the business calls there are fans, 
favor seekers, and well-wishers who keep the phone 
constantly jangling. It is Nancy's job to be a buffer 
between the public and Garroway. Only rarely does 
her boss take such calls (he is usually absent from 
the office, anyway), and she has to play the role of 
diplomat quite often to smooth the “injured” feelings 
of fans who think they're getting the brush-off when 


told their messages will be passed along. 


OCCASIONALLY, THERE ARE ERRANDS to be run. Garro- 
way will suddenly stop on his way out of the office 
and announce, “Kay Thompson is opening at the Plaza; 
would you get her something French?” Then he’s gone. 
Most of his gifts are to friends—once in a while to 
business associates—but his instructions are always 
similarly brief and vague. Garroway dislikes detail 
and his vagueness isn’t restricted to ordering gifts. 
And any attempt to pry additional information is likely 
to be met with a good natured, “That’s your problem.” 
As a result, Nancy operates a good part of the time on 
pure instinct. The fact that her boss considers her a 
very capable secretary attests her ability to make 
the right guess at the right time. 

Nancy, however, has a number of qualities that 
bring her through the more delicate encounters, as 
well as the routine chores, with a considerable amount 
of ease. Her most important assets are her charm 
and poise. She wears them both easily, without the 
slightest affectation. In her job they seem to be in con- 
stant demand. In a business that is regarded by some 
skeptics as being on the phony side, Nancy emerges 
refreshingly genuine. When speaking on the phone, 
she makes every conversation sound friendly and sin- 
cere. She sounds “efficient,” but her voice is warm. 
When the situation is gay, however, she can burst 
into the giggle of a delighted school girl, and her 
pixie-like face suddenly breaks into a broad, en- 
chanting grin. 


NANCY MAKES AN EXCELLENT SECRETARY, but the idea 
of becoming one was an afterthought. In college her 
plans were quite different. She envisioned herself 
as a terribly chic fashion editor rushing about to 
fashion showings and editorial conferences wearing 
some extravagant little hat and long suede gloves, 
crushed down—“sort of a Rosalind Russell movie- 
type,” as Nancy explains. it. 
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Her first step after being graduated from Columbia 
University with an AB in English, was a step in the 
original direction. She went to work as an editorial 
production assistant on a magazine. The pay was low, 
and the work was dull. And, what was worse, there 
wasnt any future. So she decided to try advertising 
and got a job with a New York agency as an assist- 
ant to their radio-space buyer. It wasn’t much of 
an improvement, and Nancy started to revise her 
ideas about a career. 

Having lost her illusions about the life of a woman 
editor, she viewed her position a little more clearly. 
It seemed to her that secretarial work offered the 
most promise. It could be interesting—far more so 
than what shed been doing—and more lucrative, 
besides. But she wasn’t much of a typist, and she 
couldn't take dictation. So Nancy enrolled in secre- 
tarial school, only regretting that she hadn't done 
it much sooner. Nancy feels strongly that no girl 
should venture into the cold, cruel business world 
until she’s armed with the secretarial skills. “You 
just can't get anywhere without them,” she says. She 
includes would-be women editors, though she no 


longer holds such aspirations herself. 


Her FIRST JOB after secretarial school was with the 
National Broadcasting Company, but she was forced 
to quit after a short time because of illness. Just when 
she was setting out to leok for a new job, she got 
a call from a friend at NBC informing her that the 
Garroway organization needed a_ secretary. Nancy 
was interviewed along with other applicants, and, 
despite her somewhat limited experience, she had the 
qualities they wanted. 

Nancy joined the Garroway crew and learned the 
ropes from her boss’s former secretary, a young man 
named Warren Ketter. Ketter, with Garroway since his 
early radio days in Chicago, was promoted to the job 
of assistant producer when Garroway resumed his eve- 
ning variety show in New York. Ever since Nancy took 
over the secretarial duties, Ketter has remained an 
understanding friend as well as an able tutor. 


WHEN NANCY QUITS WORK around six every evening, 
she heads about a half-mile uptown to her folks’ apart- 
ment, supper, and a quiet evening at home. Occasion- 
ally, she'll go out on a weekday date (to dinner and 
perhaps a show), but, like most New Yorkers, she 
leads a very conventional life. 

Since the family acquired a television set, Nancy 
has become something of a fan. Garroway is one 
person, however, she probably sees less of on the 
air than some of the other TV _ personalities. She 
does see part of his morning show—between breakfast 
and the time she leaves for the office—but only occa- 
sionally sees all his evening program, though it’s 
one of her favorites. “The program is on Friday eve- 
nings, and that’s usually a date night,” Nancy ex- 
plains. “But, then, I have one advantage most fans 
dont—I'll be working with him Monday!” 
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CAREFUL, MISS KING! 


(Continued from page 26) 
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TODAY'S SECRETARY 


THE CASE 





BY MADELINE 8S. STRONY 


Phe second of a series of articles by Madeline S. Strony 
(well-known authority on secretarial procedure) that will 


present actual case histories from her own personal files. 


i pew WAS EVELYN PACKER’S first job and she 
loved it—junior secretary in a_ financial house 
She was learning fast and was enthusiastic and eager. 
She had been graduated recently from a business 
school where she was an outstanding student. Out 
standing, that is. so far as technical skills were con 
cerned, In a relatively short time she had acquired 
a shorthand speed of 140 words a minute and a typing 
speed of 75; her English, spelling, and punctuation 
were excellent, and she produced transcripts quickly 
and accurately. But—and this was an important but 
she Was always rubbing her classmates the wrong 
way. Her teachers counseled her about this, but she 
would not listen. Instead, she said, “When I get into 


business, people will appreciate me.” 


BuT BUSINESS DID Nor seem to be appreciating her 
at all. The last few days had been particularly dif- 
ficult. Evelyn needed help, but no one would help 
her. In the beginning, the girls had been grand. 
Now, suddenly, they were as cold as ice. She had 
gone to several of the secretaries for assistance on 
forms and procedures, only to be greeted by, “We ‘old- 
timers cannot tell you anything.” After hearing it 
three or four times, she remembered something she 
had said a few days before. She had been showing one 
of the experienced secretaries a new technique she 
had learned in school, when she suddenly blurted out, 
“You old-timers are so far behind the times!” Now she 
realized that the girls must have resented this re- 
mark and decided not to help her any more. 

This “boycott” had gone on for some time, and 
Evelyn was becoming more and more unhappy. She 
truly did not know what to do about the situation. 
Finally she telephoned for an appointment with one 
of her teachers at school. She told the teacher the 
whole story about her timesaving ideas, her remark 
about the “old-timers,” and the resulting boycott. She 
added that, although she wanted to stay with the firm 
she knew she couldn't under the present conditions. 


(W hat advice would you have given Evelyn? Turn to page 51 


to see what her teacher suggested.) 
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MAKE YOUR OWN INDEXES _ ; 
And SAVE 56% Typing Time : 


Just Use ali 
© \\ANY, | DESIRED, 
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NO SOFT ROLLER REQ 


) aoe: 
The New, Exclusive d WY 


AICO TYPERITE |N 2 EX 


With Pica Spaced Insert Strips! 


Typing Is Neater, Cleaner 
For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist’s time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It's the only Tabbing 
with this feature. 


Typing Titles Is Easier 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


AIGNER 97 Reade St., New York 13, N.Y. 








INDEXES 426 S. Clinton St., Chicago 7, Ill. 








Vanish quickly 2S ° wink 


ALWAYS POINTED 


& AND CLEAN 
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PAPER WRAPPED 


ERASER 


BLAISDELL PENCIL CO., BETHAYRES, PA. 
At all stationers—or write for free sample. 
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The Promotion 


BY JOHN REYNOLDS 
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ELCREIARIES’ SUCCESS STORIES -WO. / 


The new manager of the depart- 
ment was displeased with Betty’s 
work. “‘You’re quick and accurate,” 
he said, “‘but your letters don’t 
look right. The characters are fuzzy 
and the carbons are blurry. Please 
retype these, and try to do better.” 

On her lunch hour, Betty made 
some small purchases, then hurried 
back to her job. 

When Betty turned in the re- 
typed letters, the new boss was 
amazed—and delighted. ‘‘These are 
perfect,” he said. ‘“‘How did you 
do it?”’ 

“It was easy,’’ replied Betty. 
“I threw away the ordinary ribbon 
and carbon paper that the firm 
supplies, and bought an M & V 
ribbon and some M & V carbon 
paper.” 

*“Smart girl!’ said the boss. 

ae ee es 

Tell your office supplier —or your 
purchasing department —that you’d 
like to try M & V carbon papers and 
typewriter ribbons. Or mail the cou- 
pon today for your free samples of 
M & V carbon paper. 


Carbon 
4 Papers 
and 


1 
J 
Inked { / 
Ribbons 


MITTAG & VOLGER, INC. park rince, New Jersey 


Send me free sample sheets of M & V carbon paper. 





— 


@ lusea Regular [1] Noiseless (1) 
Electric [] typewriter and usually make copies. 
cs Name ; = = 
ee _ 
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RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 


wc ( S]Z75 


NEW TELESCOPIC 
LUS Tax 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 


EYEGUIDE CONTRACTED 


| 20" 


tape to 20 inches. 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


RITE-LINE CORP. 4209—39th Street, N.W 


Washington 16, D. C. 





r hc call 





SHIFT 
The Responsibility 
to ACCO! 


Let ACCO Fasteners and ACCOBIND 
FOLDERS take the responsibility of your 
paper-keeping, paper-finding. Filed papers 
will always be where they should be, where 
you can find them in a jiffy. 
ACCO-binding does away forever with 
“seatteration filing”’-—-loose papers, messy 
folders, lost sheets. ACCO-binding saves 
time, tempers and money. It can be the 
difference in efficiency that spells profit. 
Remember...AN ACCO BOUND PAPER 
IS A SAFE PAPER. Ask your stationer. 
ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO punches 
and other filing supplies 


ACCO PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada: ACCO Canadian Co., Ltd., Toronto 
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BEAUTY BUYS 


In Luscious Shades. Toni, long famous 
for helping you curl your hair, has now 
introduced a brand-new lipstick _ line. 
Called Viv. the new lipstick is creamy 





yet long-lasting. Available in six beautiful 
shades—each with a wonderful intensity 
of color and brightness. $1.10. 


Brighter Tweezing. Tweezer-Lite is a 
clever eyebrow tweezer that contains its 
own flashlight, ready to aim a beam of 
light right where you want it. Ends the 





problem of missing strays because of poor 
lighting. Made of surgical steel, with re- 
placeable battery and bulb. $2.98 post- 
paid, from Dimensional Products, 166 
Second Ave., New York 3. 


Fitting Problem. Ever bought a_ pair 
of apparently well-fitting high-heel shoes, 
only to find that your foot is thrown so 
far forward that the shoe slips at the 
heel and your toes rub uncomfortably? 
If this is your problem, you'll want to try 
Janies. Janies are cork “inside platforms” 





that can be glued into your shoes. They 
are designed to hold your feet in place 
so that shoes fit properly. In black, brown, 
navy, gray, red, white. $1.50 a pair. Or- 
der from Janies, 186E University Ave- 
nue, New York 53. Give shoe size and 





color. 
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hundreds of 
FAST, CLEAN 
PERFECT COPIES 
WHR... 


SPIRIT DUPLICATOR 


set $19 5° 


Plus Fed. Ex. Tax 





You can make 120 or more copies per 
minute of any material up to 9x14 in. 
typed, written, drawn, traced dt 
ruled — in 1 to 5 colors, all in one 
easy operation. The Conqueror is the 
duplicator with ALL the features, 
priced much lower than comparable 
machines. 


Write for descriptive literature and name 
of your local dealer... 


THE HEYER CORPORATION 


18614 S. Kostner Ave.. Chicago 23. Hlineis 

















Proven advice for the 
secretary who wants 
to get ahead 


THE ROAD TO 
SECRETARIAL 
SUCCESS 


BY IRENE PLACE 
AND MADELINE S. STRONY 


A guide and reference book for 
the secretary to help her im- 
prove her skills and her job op- 
portunities. It reviews all the 
requisites of the successful sec- 
retary; suggests a plan for job 
growth through educational pro- 
grams and self-development, and 
describes and gives tips on han- 
dling the many different posi- 
tions open to women beyond 
that of secretarial rank. Through- 
out are case histories and self- 
rating charts. Illustrated. 


$3.95 at all bookstores 


| McGRAW-HILL BOOK CO. 
NEW YORK 36 














Winners of Top 
Speed Medals 
in Shorthand 


TS ALWAYS inspiring to see 

how many shorthand 
writers qualify for the top speed 
awards. We've had quite a few 
recently. Here are the latest win- 
ners: 


. 
Pod?» 
Gregg 


220 Words a Minute 


Gregg Division, Northwestern University 
(Chicago): Georgia D. Berry 


200 Words a Minute 


Brigham Young University 
Ltah): Joanne McLaren 
D«troit Commercial College: Audrey Mil- 
ler, Margaret Fagan 

Gregg Division, Northwestern University 
( Chicago ): Lee Harms, Marvin Gaebe, 
Kugene Radzicjewski 

Hunter College (New York City): Laura 
Bernstein 

Individual reporter: Bessie M. 
Boyne City, Michigan 


( Provo, 


Brown, 


I75 Words a Minute 


Capital City Commercial College (Charles- 
ton, West Virginia): Jacqueline’ H. 
Mathes 

Caroline School of Commerce: Elizabeth 
Finch 

Centenary College (Shreveport, Louisi- 

Patsy J. Darby 

Gregg Division, Northwestern University: 
(Chicago): Andrew Brown, Peggy 
Crispen, Edward DeRose, Geraldine 
Hammer, Albert Levin, Donna Man- 
thei, Gloria Natoli, Donald Patton, Ger- 
ald Potts, Marie Thorek, Edward Vojt- 
ko, Pete Zarifes 

Honolulu Business College: 
Rheude, James Sato 

Hunter College (New York City): Shir- 
ley Golomb, Mildred Harrington, Car- 
mela Roscigno 

L..D.S. Business College (Salt Lake City, 
Utah): LeRoy Hemingway 

Los Angcles Me tropolitan Junior College: 
Ronald Clifton, Jr., Nancy Kilpatrick 

Middletown (New York) High School: 
Dagmar Bearns 

Montana State University 
Carlene Forzley 

St. Genevieve of the 
lege ( Asheville, N.C 

Secretarial Studio 
Betty Erickson 

Phiel Colle ve | Gre ( nville ; 
Malchevich 

U.S. Department of Agriculture, Gradu- 
ite Scnool (Washington, D. C.): Otis 
L. Davis, Marie Klopfenstein, Ce cil L. 
\MicCormick, Dorothy Stofey 


160 Words a Minute 


{7 pins awarded since January 1, 


ana): 


Bernadette 


( Missoula ,s 


Pines Junior Col- 
); Frosene Morris 
Rapid City, S$. Dak.): 


Pa.): Mary 


1954. 


Voles 


|. All takes were on new, unpracticed 
material, dictated for five minutes con- 
tinuously and transcribed with 95° or 
more per cent accuracy. All tests were 
Witnessed. 

2. Space does not allow us to list the 
names of all the other medal winners. In 
1953, the number of writers who won 
their 160 pin was 68; their 140 pin, 503; 
their 120 pin or certificate, 6,343. 





EVELYN AND THE 
*““OLD-TIMERS”’ 


(Continued from page 47) 





AFTER CONSIDERABLE DISCUSSION, it 
was decided that Evelyn should go 
back to the office, apologize to 
each girl, admit that she had been 
wrong, and add that she now knows 
that there is more than one way of 
doing things. She was told also to 
make it clear that she realizes that 
all must work together in business 
or no one can succeed. 

If Evelyn could have profited by 
the counseling given her in school 
before she took this job, she might 
have saved herself many unhappy 
days. Some people do learn. this 
easy way; others, however, do not 
benefit too much from words of ad- 
vice—they must actually experience 
a situation before they profit. That 
is the way in which Evelyn learned. 
But, in fairness to her, we must point 
out that she was willing to admit 
that she was wrong and that it took 
a great deal of courage to go to the 
different secretaries and make her 
apology. Some girls would have 
quit when faced with such a situa- 
tion; but Evelyn, with her enthusi- 
asm and eagerness to learn, did 
stick to the job. 


THERE ARE TWO SIDES to this story, 
however. No matter how large or 
small a company is, someone should 
always be designated to take a new- 
comer in hand. The experienced 
secretaries should have realized 
that there are all kinds of person- 
alities. Evelyn should have been 
helped rather than boycotted. This 
boycott was cruel, and the after- 
effects on the person boycotted 
could be serious. Evelyn has told 
me that, in her case, while she has 
never forgotten the actual experi- 
ence, it has made her more sym- 
pathetic toward the beginners who 
come into her office all fired with 
enthusiasm and fresh ideas. She 
doesn’t want to squelch their ideas 
as her own were squelched. She 
wants to help the beginner adjust. 

Today, Evelyn is still with the 
same organization; but she has a 
different job. Now her duties in- 
clude “breaking in” 
“I'm the old-timer now,” says Eve- 


newcomers. 


lyn, “and, believe me, I welcome 
the suggestions that these bright 
young things bring me fresh from 
school.” 
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Puddle- 
Proof 





eT 


rr 
The office pet—the new Morris 
SAFE-T-SET 
safety feature, is “house-broken!” Tip 
it... tilt it... turn it upside down. 
It won't spill. It won't leak. [t's Pud- 
dle-Proof!—can't soil clothing. The 
SAFE-T-SET well is easy to fill— 
holds many months supply of ink. 


with our exclusive 


Choose the color and Morris hard tip 
pen point you like most. The new 
puddle proot SAFE-T-SET ts manu- 
factured by the foremost name in the 
held of matched desk-top equipment 
—Morrtis. See your stationer or office 
supplier today. 


The leading makers of desk top equipment. 


BERT M. (Morris Co. 


8651 WEST THIRD STREET, L.A. 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 
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>> Soretaros Lovet 


LOW 
cost 


Libor 
COPY- 
HOLDER 







ro 
's So. 
bo 


@ “sight-level™ 
convenience 


@ all-metal — 
one piece 


®@ neat, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle tor easy, efficient 
typing 

Designed so it will hold even a heavy 
book without tipping. Made of heavy gauge 
steel with soft grev finish. Size, 7” wide, 
94” high, 5” base. So low in cost . you 
can afford one tor every typist 


ORDER NOW by mail if not available 


from your stationer. 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Products 


720 S. Dearborn Street + Chicago 5, Illinois 











GO PLACES with Waldon Roberts Gnanans 


I Courtesy oft 

Canadian Govern 
ent Travel 

Bureau, Ottawa 


ASK 
ANY 
CANADIAN 


Weldon Roberts Erasers Correct Mistakes In 
Any Language! They 
are preferred by dis- 
% criminating users the 
Pa world over. To Cana- 
; , ae dians, they've contin- 
3 \ | ued to be the “best 
a 2) } buy” for half a cen- 
' / 
y 


tury 


wf Ask your office man- 
ager or stationer for 
Weldon Roberts Eras- 


ers to assure you of neat- 
ness, Quality and speed in 
correcting mistakes in short- 
hand, typing and handwrit- 
ing 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 
3900 TRI-PLY WHISK, Typist.’ 
Weldon Roberts Eraser 
No. 399, with brush. Center ply of 
soft, gray ink eraser 


favorite 





Two outer 
rubber for 


lavers of ree 


erasing 


pencil 


Enonsu> | 


Correct Mistakes in Any Language 








vt 
Lo 





OFFICE SHOPPING CENTER 





HE MICRO-TWIN. Twins are twice 
ie welcome as one especially when 
they are twin copies of important 
records and documents. A compact, port- 


“Micro-Twin, 
introduced by Burroughs Corporation and 


able microfilming machine, 


Bell and Howell Company, makes twins 
of vour documents and will record both 








It also will produce 


sides simultaneously 
filmed 
requiring the facilities of a darkroom. An 
feeding attachment makes life 
easy tor vou by 


facsimiles of documents without 


automat 


virtually doing all the 


work The dual-purpose lens also projec ts 
life-sized 
Furthet 


aspect of the 


images on. the reader screen 
information on the technical 
Micro-Twin with 
obtained from the 
Corporation. 6071 Second 


troit 32. Michigan 


prices 
should be Burroughs 


Avenue, Ds 


Two for Typewriters. IBM is at your 


service again with two new products of 
interest to every secretary: a new type 

writer desk, called the Typedesk, and a 
new type dove- 


tace. The new, mobile, 


gray Typedesk is a modern, functional 
typewriter desk—constructed of — steel 
that can be adjusted to suit your indi 


operated toot 
desk to a 


fixed position. Sound construction assures 


easily 


needs An 


raises OF 


vidual 


control lowers the 


minimum of 


stability. anda 


TEVANDEDDEN 





vibration. The new style of type is the 
New Elite +2 for an IBM standard elec- 
tric typewriter. This type face combines 
both thick and thin elements to produce 
a style that is broader than ordinary elite 
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is claimed to re- 
ribbons 


“broadness” 


life for 


type. This 


sult in longer and car- 


bon paper. 


Large Economy Sizes. A “galumptious” 
big wastebasket is a wonderful cure for 
the paper-overflow problem in your of- 
fice. Nesco baskets are attractive in char- 
coal gray or olive green to harmonize with 
office equipment and will hold bushels of 
paper! They come in either 26-quart or 
16-quart capacity. Please write for further 
information to Nesco, Incorporated, Mil- 
waukee 1, Wisconsin. 


New Look Phone Book. A dingy tele- 
phone book is not an interior decorator’s 
dream. The one in office—could it 


stand a bath, perhaps? We don't suggest 


your 


a shower, but a cover in washable plas- 
ticized leatherette, 
carat gold with the firm name 


personalized in 24 
There’s a 
page marker attached for quick reference 
to often-called numbers. The 


either 


covers are 


available In red, black 
and fit books 9% x 11% up to 2% inches 
thick. In ordering from the maker, Sonva, 
329 West Monroe Street, Chicago 6, Ili- 


give th 


vreen, Or 


nois, please exact size of 


book The 


vou! 


price is $1.75, postpaid 


At Your 


fingers that must sort many, 


Finger Tips. For perspiry 
many papers 
a day, Cool-Cots are a jewel. The venti 
lated backs of  thes« 


finger tips keep vou 


lNprove dl rubbe I 


fingers moisture- 


K 


proot during the warmest weather 


Your 
papers will simply fly into place with the 
aid of these special suction grips. Cool 
made by the Spencer Rubber 
Manchester, Conn 
and sell at three for a quartet 


Cots are 


Products Company, 


Purple Dies. Kleenic s, vou ll be glad 
to know, is a new kind of preassembled 
hectograph master unit designed to pro 
tect you from purple smudge and smeat 
In Kleenies the 
placed in a protected position so that it’s 
“never touched by human hands.” You 
hand, that is. You see, the 
protected your interests 
clothes, by the 
carbon on al 


hec tograph carbon is 


company has 
(and hands and 
Way ) by centering the 


backing sheet to allow a 


These new units 


25 and are 


clean border all around 
are packaged in quantities of 
available in letter or legal 
size. Kleenies have typewriter guide lines 


conventional 


printed on the top of the master sheet 
to aid you in placement. Made-to-order 
forms are to be had, too. Distribution, 
we are glad to report, will be on a na- 
tional basis. For free samples write to the 
Kleenie Master Company, 79 Madison 
Avenue, New York City 16. 
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ENGINEERS, OIL. 


AND SPANISH ACCENTS 


(Continued from page 20) 





THAT  COST-OF-LIVING BONUS | IS 
HANDY, When you consider that 
Charleen pays $1.80 for a dollar 


lipstick, $1.50 for a jar of 60-cent 
cold cream. Yet, by contrast, she’s 
had cotton dresses made for as little 
as $5.00 in El Tigre, a sleepy town 
only a few kilometers from camp. 
“Just show them a picture from 
some American fashion magazine.” 
breezes Charleen, “and pretty soon 
youve got your dress. No patterns, 
vet those women duplicate our 
stvles down to the last stitch.” 
With it all, Charleen and other 
san bit of 
money—more than they could pos- 


siblv accumulate in the States, For 


Tomers Save a good 


in Venezuela it’s the hidden bo- 
nuses that add up. 
| ASKED CHARLEEN, now a veteran 


overseas secretarv working on her 


second two-vear contract. how 
other adventurous girls could get 
a job like hers. She suggested trving 
employment services specializing in 
overseas jobs; or perhaps writing 
the Department of Commerce for 
big U.S. firms with 


foreign operations or branches. For 


the names. of 


work in Venezuela, vou might con- 
tact the Chamber of 
Commerce of Venezuela, Apartado 
2673. Thev 


have the names and addresses of 


American 


Caracas. Venezuela. 
American Companies—and probably 
their hiring policies. 

Charleen finds plenty of dating 
material among San Tome’s bache- 
lors but admits that if it’s a choice 
between a good fishing trip and a 
date, of the reach for 
their tackle. The solution: learn to 
fish and like it. And Charleen has. 


most men 


SURROUNDING SAN is a big. 
productive oil field with giant rigs. 
seismic parties, and pipe lines. But 
Charleen’s boss is primarily con- 
cerned with other types of engi- 


neering 


rOMI 


problems—water mains, 
streets, homes, and shops—better 
living for the men who work the 
fields and for their families. These 
plans and new construction call for 
hundreds of letters to be dictated 
by Mr. Magness. 

“It's like working for a city engi- 
heer, Charleen “After all, 
Were responsible not just for this 
town, San Tome. 


Savs. 


but tor several 


other oil 
zuela.” 


camps in eastern Vene- 


CoME WEEK ENDS, there are flving 
parties Angel Falls, whose 
3,212-foot drop makes it the world’s 
highest waterfall. And not too far 
to the south, along a pink-beached 
lagoon, is Capt. Charles Baughan’s 
resort camp. below beautiful Ca- 
Falls. There are frequent 
trips to Puerto La Cruz, on the 
\lene Grande 
has a marine terminal. Occasionally 
San Tomers fly into Caracas (an 
hour and a half away). And hunt- 
ing, which Charleen has learned to 
like, is terrific. There are wild boar. 


over 


naima 


Caribbean. where 


25-foot snakes. jaguar, deer. doves. 
and all kinds of water birds, includ- 
ing ducks and geese. 
WHEN CHARLEEN RECALLS PHILA- 
DELPHIAS SMOG, she can't help but 
breathe deeply of the Ilanos’ humid. 
fresh air. And at sunset, as preving 
jungle birds wing overhead and 
sreat flights of parrots head _ for 
their nests, Charleen thinks back to 
her davs at Lukens Steel. 
“Coatesville.” 


like this!” 


she Says, Was 


never 





Words 


Key to teasers on page 2 


é 


ADDING -ED 


lL. transferred; 2. planne d; 3. benefited: 
1. specified; 5. interrupted; 6 

shipped; 8. remitted; 9. 
diftered. 


believed; 


occurred: 10. 


ONE WRONG LETTER 

lL. accommodation; 2. hindrance: 3. 
ninth: 4. February; 5. judgment: 6. awk- 
ward; 7. ignorant; 8S. immeasurable: 9 


LO 


separate; accessible. 


COUNT THE SYLLABLES 


l. 2. after ath: 
after griev; 4. 3, 


2. 3, after cara; 3. 2, 
not divisi- 
ble; 6. 3, preferably not divided; 7. 1, not 
divisible; 8. 3, not divisible; 9. 2 


bly not divided; 10. 4, 


atter um: 5. 1, 


pretera- 
atter tem or pera. 


HYPHENS WANTED 


5 


l. 2-ounce;: 2. reddish-brown; 3 


out- 
of-date; 4. six-year-old; 5. correct; 6. cor- 
rect; 7. correct; 8. so-called; 9. low -pric ed; 
10. correct. 


APOSTROPHE PROBLEMS 
) 


l. misses’; 2. its; 3. Don't; 4. weeks’; 
5. It’s; 6. Ph.D.’s; 7. Burns's; 8. somebody 
else’s: 9. grocer’s; 10. Whose. 


J = = es 


ite aoe eet f 





——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER” 
combines highest quality 
CARBON PAPER plus 
patented collating feature 
insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 











| 
| 





You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
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obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
of 


machine 


and ribbons for 


the 


every color 


every known to 


market. 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner or write on your letter- 


head to HOME OFFICE ... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 




























Have the Facts 
At Your 
Fingertips! 








— 
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Wade Cher > 


NU-VISE STEEL SIGNALS 
FOR “VERTICAL” SYSTEMS 


NU-VIZ STEEL SIGNALS 


What good are records if you can't 
" 7 FOR “VISIBLE” SYSTEMS 


find what you want when you want it? 
That’s why today’s secretary relies 
more and more on Graffco Signals 


' on 
=S 


CELLUGRAPF [RANSPARENT 
SIGNALS FOR “VISIBLE” SYSTEMS 


Rs 


and Maptacks to guide her search for 
information, to remind her, to flag her 


attention. 
a 


Available in many designs and 


colors to vitalize records and MAPTACKS 


. MAPS AND CHARTS 
coordinate system control. Sa 


At your office supply dealer or 
GEORGE B. GRAFF 
COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


6) 
SIGNALS 
and MAPT AcKs 


Control 
ss Under 
Keep BUSINE 
















Ofticial 
Gregg 
Fountain 


Pon 





pertormance... 


effortless writing 
through perfect hand balance and satin-smooth 


14-carat gold point less writing fatigue, 
longer, more comfortable takes. 


readability eee clearer contrast . 
sharper, more distinct ink line. 


permanence ... \asting 
notes . . . mo smudging . . . no 


é fading out. 


CCONOMY «.- - only $5.40 


for the pen of the experts . . . 20 
per cent discount on orders of six 
or more. 


Gregg Publishing Division 
McGraw-Hill Book Company, Inc. 


New York 36, 330 W. 42nd St., Chicago 6, 111 N. Canal St. 
San Francisco 4, 68 Post St., Dallas 2, 501 Elm St. 


WHAT KIND OF PERSON ARE YOU? 


(Continued from page 16) 








2. Practice sounding your car horn for five whole 
seconds. People will stare at you or even swear at you, 
but don't give up. Stop being a “beep-beeper” when 
you drive. 

3. Pick out an old, cracked dish that you don’t want 
anv longer and heave it against the wall so it will shat- 
ter into a hundred pieces. This will do wonders for 
your morale, but don't let the habit grow on you! 

1. The next time vou go to church or to the movies, 
keep walking down the aisle until you get at least five 
rows nearer the front than you usually sit. Pick a seat 
in the middle of the row so that vou will have to ask 
people to rise to let you through. 

5. The next time vour eve catches someone else’s in 
passing, don't you be the first to look away. Stare him 
down. You always win unless you meet another sub- 
missive person who is trying to become more dominant. 
Ir THE TEST SHOWED you to be very dominant (an- 
swered 15 or more No), here are some things you 
might try: 


1. Let others run the meeting for a change. Sit back. 


and give the submissive boys and the introverts a 
chance to develop their personalities. 

2. Look for ways in which you can agree with peo- 
ple. Go out of your way to be agreeable. 

3. Apologize quickly and sincerely when you bump 
into people, cause them inconvenience, or hurt their 
feelings. 

4. Avoid arguments like the plague. If you find your- 
self involved in an argument, try giving in once in a 
while, even though you know you are right. 

5. Try going a whole day without contradicting any- 
one. Hear the other person out, even if you know he is 
totally wrong, then begin to say in a friendly way, “But 
isnt it also true that...” or, “Don't you think that...” 
Benjamin Franklin learned this technique, and _ it 
turned out to be one of the greatest discoveries of his 
lite. If it was good for old Ben, why not for you? 

Remember that there is nothing necessarily wrong 
with being dominant or submissive, introvert or extro- 
vert. However, there are two danger points you should 
watch. The first danger lies in not making the most of 
your natural abilities. If you tend to be a definite type 
of personality, it is foolish to take a job that requires a 
different type. 

The second danger lies in going to extremes. If you 
scored fifteen or more on one of the tests, try some of 
the suggestions listed here and then work out similar 
remedies of your own. Really concentrate on improving 
yourself. Give yourself a two weeks’ trial, and then at 
the end of that time take the tests again, You may 
be surprised at'the results, and you will undoubtedly 
find that you are a happier, better adjusted person. 
Parts of this article were based on material in How to Im- 


prove Your Personality, by Roy Newton and F. G. Nichols, 
published by the McGraw-Hill Book Company. 
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“WHO'S CALLING, PLEASE?” 


(Continued from page 23) 





desk that take only half of your mind while the 
other half listens to her, just in case she adds some- 
thing that’s worth attention. She almost never does, 
so vou sort and mark letters to be filed, and you scan 
the trade papers and open incoming letters, holding 
the edge of an envelope with your telephone elbow 
while the other hand slits it. 

Chatterer is easy when youre not too pressed for 
time. Just give her enough rope. Let her go on un- 
til she runs out of breath. She has to stop sometime. 
The minute she pauses, smile and leap into the break 
with the answer you've had ready for fifteen minutes. 

\ word of warning: It’s impossible to stop bona 
fide Chatterers. You may as well relax, even when she 
hits you at the worst possible time. Youll save more 
time if you don't interrupt; if you do, she'll happily 
skip back to the beginning and start all over again. 
If you let her run down, you can seize your advantage, 
answer her, and follow through with another trick 
youve learned—a brisk, “Thank you for calling, Miss 
Chatterer. Good-by,” and sweep her off your phone. 

Almost as soon as you have hung up, the phone 
rings again. You think, “Darn!—Okay, I’m a telephone 
girl, and Ill never get that report done on time. 
This would make a good sketch tor Imogene Coca!” 
And thus laughing yourself out of taking life too 
seriously, you remember to smile once more—to let 
kindness and your own personality come through—as 
you pick up the phone. Youre glad you kept annoy- 
ance out of your voice. This is Mr. Big! 

You have strict orders from Mr. Jones that he is 
not to be interrupted, but here is the time when you 
must decide to disobey orders if you like your job 
well enough to keep it. You explain honestly to Mr. 
Big—being Big he'll understand—“Mr. Jones is in an 
important meeting, but Ill try to get him.” If the 
matter isnt urgent, Mr. Big will say so and you ll 
get the phone message to Mr. Jones as soon as you can. 
If it is important for Mr. Big to talk with Mr. Jones 
immediately, hell tell you so and why. When you re- 
lay the message to Mr. Jones, he won't even stop to 
remember his former instructions—but he will re- 
member later when he decides your salary should 
be upped. 

Get to know as soon as possible the names of your 
boss’s business connections and of his personal friends. 
If you can learn to recognize the voices of the people 
important to your boss, theyll love you. Be phone- 
friendly with the secretaries of those calling. It’s fun, 


and it makes life easier for everyone. 


AT LAST YOU GET HOME for dinner and away from the 
Phone. Or do you” There it goes! Do you wish some- 
one else would answer it because youre tired? Of 
course not. You pick it up with anticipation, and 
Without even trying to remember to smile, you do 
as you say cheerfully, “Hello!” 
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THEY'RE t ahestve 
and pomovalle” 


For labeling file folders, catalog sheets and charts 
—used for identification, visual index markers, 





map stickers—for air mail and special delivery 
stickers—address and address changes and hun- 
dreds of other uses. There’s no limit to the con- 
venience and utility of Avery Labels. 

And every office labeling job can be faster, cleaner 
and neater with Avery Kum-Kleen. There's no 
messy gluing or licking, because Avery Labels 
are self-adhesive. They stick instantly at the touch 
of a finger—and stay stuck—yet they're easily 
removed when necessary! 

—\ dealers: Be sure your stocks of Avery Labels 
: are complete for all office needs. Free sales aids — 


displays, mats and literature are available. See 
your Avery salesman or write for samples today! 


type, stamp or write on them 
---you'll save time and money! 


Self-adhesive Avery Labels come in your 
choice of 25 popular shapes and sizes. 


Air Mars — 


V-6281 (Red and Biue) 


(Red) 
V-812 Special Delivery | ¥-5052 
V-1216 V-6282 (Yellow and Green) (Yellow) 
v-5053 ¢ 
V-808 - » 
V-1224 visa Illustrations are (Green) 


one-fourth actual size 


AVERY ADHESIVE LABEL CORP., Resale Div. 152 


117 Liberty Street, New York 6 ¢ 608 South Dearborn Street, Chicago 5 
1616 So. California Ave., Monrovia, Cal. ¢ Offices in Other Principal Cities 
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